SOCOHBIIT BESOHE 



BDv 126 7«3. 

TITLE, 
IHSTITDTION 
FOB DATE 
.MOTE 



EDBS PRICE 
DESCBIPTOBS 



HE 007 686 

Keene State College^ Faculty Hanuai. 
Keene State Coll. ^ 'S.H. 
75 

109p. 

HF--$0.a3 HC-$6.01 Plus Postage. ' ' 
icademic Preedoa; Acadeaic Standards; Idninistrative 
OrgaDizaticn; Adiinistrative Personnel; 
*l^d»inistratire* Policy; .Administrator Eesponsibility; 
Affiraative Actiofi; Ancillary Services; College 
Environaentj *College Faculty; Faculty Proaotion; ' 
Governance; *Higher Education; Instructional 
^Programs; Instructional Staff; *JoJb Tenure; 
♦Personnel Policy; *State Colleges 
IDENTIFIEBS ^ ♦Faculty Handbooks; Keene State College 

• ' * ■ ^ 

ABSTBACT ' • " • ' ' ' 

Keene State College is a member of the University ' 
System of Ne« Hampshire ai^ is a sjnall, coeducational, four-year 
liberaH^rts college. The 1975 Faculty Manual covers: (1) the college 
and coaaunity; (2) officers of the college; (3) principles of faculty 
service; (1) salaries and benefits;' (5) college service; (6) 
participation in governance; (7) faculty concern with instruction; 
(8) the summer prograa; (9) financing and business; (10) student 
activities; and (11) university systea councils. Topics discussed 
include: affirmative action; tenure; leaves; the college senate; and 
department chairmen. (KE) ^ 



Documents acquired by- EHIC include many informal unpublished 
materials not available from other sources. EBIC^ makes every effort 
to ^ol?tain the best copy available. Jlevertbe^ess, items of marginal 
reproducibility are Often encountered .and this affects the quality 
of the microfiche and hardcopy reproductions EBIC makes available 
via the EBIC Docuaent fieproduction Service (EDBS). EDBS is not 

♦ responsible for the quality of the original docuaent. -JBe pro duct ions 

* supplied by EDBS are the best that can be made from the original. 



FA.CULTY MANUAL 



Keene State Coll'ege 



US O^PARTMENT OF HEALTH. 
EDUCATION ft WELFARE 
NATtONAL INSTITUTE OF ' 

EOUCATION -i 

THIS DOCUMENT HAS BEEN REPRO- 
OUCEO EXACTLY AS RECEIVED FRDM 
THE PERSDN DR DRGANlZATIDN ORfGIN- 
ATINGIT POINTS OF VIEW OR OPINIONS 
STATEO 00 NQT NECESSARILY REPRE- 
SENT OFFICIAL NATIONAL INSTITUTE OF 
EOUCATION POSITION OR POLICY 



r- 

o 

O 

Uj 

:5: 



Fifth Edition - 1975 
(revised) 



ERIC 



FACULTY MANUAL - KEENE STATE COLLEGE 
Frfth Edition (Revised), 1975 



TABLE OF CONTENTS 



1,00 THE COLLEGE AND -THE COMMUNITY 

1.10 History and Growth ' \ 

Kll The Expanding Campus * 
1.20 Control and Support , 

K21 Board of Trustees 

K22 AccrejII tat Ion and Degrees ' ' 

2.00 OFFICERS OF T^E COLLEGE 

2.10 The President 

.11 

2.11 Alumni Executive Secretary 

2.12 Assistant to the President 

2.20 Dean of the College 

2.21 .Asslstaht Dean of the College 

2.22 Director of Evening Division and Summer Session 

2.23 Assistant Dean of the College and Director 

of Career Studies 

2.24 College Librarian ... 

2.25 Coordinator of Media Services 

2.26 DIre'Qtor of Information Retrieval System 

(Media Specialist^) 

2.27 Director of Athletics 

% 

2.28 Director of Thorne Art Galleries 

2.30 Director of Administration 

2.31 Business Manager 

2.32 Assistant Business Manager ^ 



Page -1 
1 



2 . 

t 

2 

2 
'3 



k ■ 

5 

• 5 
5 
5 
6 

6 

'6 
6 
6 
7 



2.33 Bursar ' , 

2.3^ Bookstore Manager 

'2.35 Computer Center Director 

' 2y,.36 Computer Operations Manager 

2.37 College Information Officer ' ^ 

2.^0 Dean of Student Affairs 

' r 

' 2.^1 Dean of Men - Dean of Women 

2.^3 Director of Admissions ; 

l.kk Assistant Director of Admissions 

2^5 Director of Stude.nt Activities and 
' the L. Young Student Union 

^2.46 Registrar 

l.kj Director of J^inanclal Aid 

'2.48 Director of Carreer Counseling 

■ • •• , » . 

2.49 Director of Housing 

2.50 Coordinator of Reading Development Laboratory 

2.51 Director of Testing Centec • 
2.60 Director of Health Service 

2.80 Director of Physical Plant Development i 

2.81 Assistant Director of Physical Plant Development 

2.82 Grounds Foreman 

2.83 Building Service Workers Foreman 

2.84 ^Work Control Coordinator 

00 PRINCIPLES OF FACULTY SERVICE 

3.01 Instances of Required Trustee Approval 

3.05 New Appointments ^ 

3.08 Aff I rmatlve Action Program 

3.10 Academic Freedom 

3.11 Channels of Appeal and Review 



3.15 Cur r I cular Problems . Page I3. 

» . ■ . ' . i 

3.20 Faculty Rank . ' 13 

- 3.21 .Quail fi cat 16ns ' ' 13 * 
• 3.22 Graduate Faculty ' ' ' H 

*3.23 Notification of Status ' H 

3.2^ Annual Evaluation 1Z| 

3.2^A Standards I5 

i 3.2^B Faculty Evaluation Advisory Committee 15 

• . • * 

3.24c Dean's Role I6 

3.24D Student Participation In Faculty Evaluation" J7 

3.24E Procedures for Administration of; Student" Eva 1 ub't Ion 

Forms I8 

3.25 Establishing Tenure - I8 

3.26 Age^of Retirement I9 

3.27 Notice of Resignation I9 

3.28 Dismissal * * * I9 

4 

- 3.29 Non-Renewal _ ^ ' ,20 
jf.30 Facul ty Appeal s Commi ttee ' i 20 

3.31 Leaves of Absence ' ^21 

3.32 Other /acuity Absences , ' 21 

3.35 Fulfl/Iling Publ Ic Service Duties . 22 

* - — 

3.^0 Outside^ Professional Services . " 22 

, 3.^9 Office of the Director of Administration 23 

3.50 Travel-Advance Procedures and Reimbursement 23 
of Expenses 

3«51 Petty Cash Reimburseme/^t 2k 

. 3.52 Recrultrient and Hospitality Proceudres 2h 

3.53 Telephone Expens6s -- Charging of ' Ik 

ij.OO SALARIES AND BENEFITS _ " 25- 

5 

'».10 Increases. - 25 



*t\.20 Pay Periods 
4.21 ff^rol I Deductions 



{».30 



Personal Data 'Record 



Life Insurance Progriams 



Med,lcal Insurance, 



^.33 



Disability Insurance 



Retirement Benefits 



Explanation and Assistance 



^.36 Cre'dit Union 



^.37 Other Benefits 



00' COLLEGE SERVICES 



I 



5^09 



Library Services 



5.10 Information Retrieval System 
9^1 Media Servi ces . Center 




5.13 Reading De^velopmeat Laboratory 

5.1^. 'Child Development Center 

5. 15 Testing Center ' 

5.16 Thome Art Gallery^' 

5.17 Computer 'Center 

5.18 College SystJsm for Grant Proposals 
5.20 Housing 

5'. 21 Food Service 

5.22 Health Service ^ 

5.23 Parking Facilities 

5.2^ Faculty Identification Card 

5.25 Col lege Di rectory 

5.26 Telephone Exchange 




5.12 



College Bookstore 



5t27 Ma i I Del i very 

5.30 Departmental Secretaries , * 

5.31 Dittoed and Mimeographed Material - ^' ' ' 

5.32 Work Room 10^, Science Center 

• 5.^0 Graduate Assistants * . 

S.'*! '^tudent Assf-stants 

5.50 Press Re.Ieases ^ 

5.51 Recreational Athletics 

5.52 Science Center 

5*53, Faculty Lounge ' ^ 

5.^0 Associations and Organizations 

5-61 Faculty Association 

5*63 AAUP - American Association of University Professors 

S.fi'* AHE - Association for Higher Education 

5.65 NHEA - New Hampshire Education Association 

5.66 Alumni Association 

5.67 Distaff Club 

6.00 PARTICIPATION IN GOVERNANCE 

6.05 Faculty-Student Board of Trustees Observers 

•6.10 College Senate 

6.15 Admini strati ve Executive Commi ttee 

6.20 Academic Council 

6.21 Administrative Council* 

6.22 Graduate Council 

6.24 Athletic Board of Control 

6.25 Admissions Advisory and Scholastic Standing Committee 



Page 



35, 

35 ' 

35 

36 
'36 
37 
37 
38 

38 . 

38 » 

39 

39 

39 

39 

39 

39 

i»0 

i»l 
i»l 
i»1 
kl 
kl 

Ml 
kl 



ERIC 



6.30* -Committee to Determine Resicjence of Studtents 

6.35 Joint Student-Faculty Hearing Committee 

6. ^0 Student-Faculty Judiciary Appeal Board 
6.50 'Student Union Advisory Board 

6.60 Advisory Committee on Library Policies 

6.61 Dining Commons^ Advl sory" Commt ttee 

6.62 New Student Or 1 entat 1 on Comml ttee 
6.70 Thorne Art Gallery Advisory Committee' 

» 6.79 College Day for High School Students 

6.80 Parent's Week-End Committee 

6.81 yHonors and Awards Committee 
6.83 Concert Lecture Committee 

6.8^ Distinguished Teacher, Award Committee 

6.90 NeW Hampshire College and University CouncI 1 \ 

00 FACULTY CONCERN WITH INSTRUCTION 

'7.1b Office of the Dean of the College 

7.11 Department Chairmen 

7.21 Teadhing Responslbll Ity , 

,:?.22 Office Hours 

7.23 Locator Schedules 

7.2^ Conferences and Workshops 

7.25 Visiting Speakers (Classrooms) 

7-26 Faculty Meetings 

7.30 Field Trips 

7.31 Student Transportation 

7.32 Athletic Games During Class Hours 

7. ^33 Comprehenslvje Llabl 1 1 ty Protection 

•, 8 . 



7.'*0 


Curriculum. 'Advisiement '-■ 


Page 5^* 


7. Til 


Innovative Courses and Special Academic Opportunities 

' ' * • ' *. 


^ 56 


7.'*2 


Registration ' . , 


58 


. 7.'»3 


.Enrollment in Classes, ' , 


' ' 59 




Class Attendance 


59 


l.M 


Classroom ETivi rbnment * 


59 




Periodic Evaluation . * 


59 


7.50 


Office of the, Registrar 


60 


.7.52 


Admission R/squI rements 


61 


7. Si* 


Withdrawal from College^ ► • 


^' 6 .f 


7.55 


Student Leav^ of Absence 


61 


7.56* 


Probation and Dismissal 


62 


7.57 

• 


Grading System 


62 


' 7.58 


Change of Grade 


63 


7.59 


E\na\ Grade Reports 


. 63 


. 7.60 


Semester Honors* List 


• 63 


7.61 


Graduation Requirements ' , " 


* 6k 


7.62 


Scholastic Honors \ 


■ 6i» 


7.63 


Student Fltnanclal Aid 

• 


6** 


. 7.6i» 


Grants and Scholarships * 


OH 


^ 7.70 


Placement Evaluation ^ • 


65 


^^^7.75 


Career Counseling and Placement 


65 



8.00 SUMMER PROGRAM 

8.10 Jeaching by Non-Faculty Members 

8.20 University System Continuing Education CouhcH 

■ T 

8.25 School for Continuing Studies 



ERIC 



8.30 Continuing Education 



9 



66 
66 
67 
67 
67 



9.00 'FINANCING AND BUSINESS 

9.10 Budget I Jig and Procurement 

9.11 Purchas/Jng Procedures 

\ 9.12 Invegtory ah(^ Equipment 

9.13 Keys ' 
■* • ' 

9.1*» Repairs and Alterations 

. 9.15 Personnel Terminology 

9.16 Employee Groups 

10.00 STUDENT ACTIVITIES 

. 10.10 -Student Activities Office 
T0-.1t- Styderit Union « 
10,20 Student Government 
^ 10.30 Actlyltles Advisement ' 

10.,^»0 Social Activities Gouhcll 
. 10. 'il Soclaj^t Regul-atlons 
tO.50 Rest dence Halls- 
10. 5t Campus Residence Council 

10.52 Residence' Hal 1 Council 

- V ■ ' ' ^ \ 

"10.53 Fraternities 

10.53A Sororities • ' 

10. SA Inter-Greek Council 

y ... 

12,00 UNIVERSITY SYSTEM COUNCILS 



THE COUEGE AND THE COMMUNITY 1.00 

.Keene State ^Col lege, a member of the University System of New Hamp- ^ 
shlre,"bas purposefully chosen to be a small, coeducational four- 
year college with liberal arts, sciences and teacher educatipn 
^ p^rograms. A long-range development plan stressing limited growth ^ 
assures t/iatf the college will 'remain manageable and able to empha- • 
size the advantages of closer educational and pro^ssional Relation- 
ships, be twejen student and professor. ... 

The city of Keene, a coijtnuni ty of 20,000 people in the southwest f 
corner of New Hampshire, is located* about 3o miles north of a* , ^ 

direct line drawn from Albany, New York, and Boston, Massachusetts, 
-and 80 air miles from each metropol i tan^center. The city, situated 
In a val.ley ringed by wooded hills, is in the heart of the noted 
Monadnock RegFon, which offers a rich variety of cul tural, -^and 
recreational opportunities. v * 

The college campus Itself is situated on the edge of the urban area, 
five city blocks south of the Central Square. The greater part of 
the campus lies between Main Street — a spacious thoroughfare designed ^ 
by the or iginal settlers of Keene--and the Ashuelot River, whose 
curving course is now bridged to provide access to the, athletic 
fields. Future campus expansion Is planned general ly we/t and south 
Into more open country. ' 

Physical location* and philosophical orientatToK nurture a warm, 
friendly and cooperative relationship between (jampus and community, each 
striving tb integrate its facilities, resources and programs to* the mut-. r 
ual benefit of both. • ^ 

1; ' 

History and Gr<owth * ' ^ 1. 10 

^ 5 ; ^ 

In a little more than a hal f-"century , Keene State College'has grown 
from a normal school of 26 female students, five teachers and a 
principal, to a division of the state university with a campus popula- 
tion one-tenth the srze of Keene. ^ ^7--* 

When Keene Normal School fl reopened In I909f the\ General Court of 
New Hampshire had authorized a two-year program to train elementary 
tea^chers.. Programs in Secondary Education,' Industrial Arts and Home 
Economics were added and, in 1926, the authority to grant-degrpes 
of Bachelor of Education. Keene Teachers Co.Ilege evolved in 1939; 
graduate studies were offered after World War M; anj^ the Master of ' 
Education degree was introduced in 1951. Dur+ng these y^ars the 
college operated under thg direj:tion of the State Department of Educa- 
tion. , 

. * 

In I963i after a re-examination of the needs^of higher education In 
' New Hampshire,, the Geperal Court established Keene as a division of* 
the University of New Hsrtnpsh i re, wi th the designation of XeencT State 
Cpll^ge. Additional curricula were authorized and the college now 

■ • . . 11 ' ' • ■• „ ' 
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, . ' . - ^ J 

awards the degrees of Associate in Arts (two-year pro-am), Bachelor' 
of Arts, Bachelor of Science, . Bachelor of Science lyEducation, 
Master of Education and Master of Occupational E^tfcation. (The 
Bachelor of Science in Education replaced thg. Bachelor of Education 
degree as of Jun&-I973). ^ 




J]Tfi-Xxpao44-nq--eiampui' ^ 



'The two original buildings of the hortnaJ 



school still 



Isr the president's home and the other 



serve the 
s the Hale 



Col lege. One 

Administration Building. These^two stately ivhl te structures com- 
bine wifh Parker Hall, the oldest classroom tulldlrig, and the 
Spaulding Building to provide the college's facade oh Main Street. 
This aspect is nearly the same as in 1925, 

To the west, however, the campus now Includes more than k8 acres, 
Stx major residence halls, a dining, commons, six academic buIFdlngj 
a library, a science center, an Industrial technology bulldli 
several auxiliary bul Idlngs'have been added. For accompli 
description of buildings and theh-iTjn<;tIons ?ee the^pp^tng pa^es 
of tfie College catalog, ' 



■ ^Control and Support 




'^'fHeUnJ versi tv o 



Is governed by>4:he 25-member^ Board of Trustees 
ty of New Hampshire. By legislative act of 1963, 
two members directly represent • the College: 4 a KSC alumnus elected 
by alumni, and the KSC president,- who Is an ex offfcio member of 
the board. Mo- empl6yee of the College may serve as a regular member 
of the Board of Trustees. . * . . ^ 

Financial support of the/ColVege i s' by leg i s lat i ve approprfat i ons " 
through budgetary requests of the Board of Trustees, and from tuition 
and fees income from students, with state support abput one-third 
and student ^upport about two-thirds. New Hampshire's General Court « 
meets on' alternate years, so tfiat alj fiscal planning is on a bienfrial 
basis-. Funds for Keene State College are included irv' the general ^ 
appropriation for the Dr/H/ersIty System, of New Hampshire. 

Board of. Trustees ^ ' . • • 

. ' », ' ■ ■ 

The Board of Trustees, which governs-t^e University System of New Hamp 
shire, meets on the thi rd- Saturday of each month, September througbu 
•.June. Except when immediate action is necessary, all matters pre- 
^A^ented to the^ Board are routed to the appropriate committee for stud^ 
,';^ind report. The standing comml ttees 'of the Board are: Executive, 
M^grlcultural Affairs, Alumni Relations, Educational Policy, Finance • 
.¥f/id Budget, Personnel, PlSnn'ipg', Property and PI ant* Development , and 
^{^tudent Affairs.. Provision is made for the appointment of special ' ' 
jcomml ttees as 'rtfqul red. 
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Accreditatiorf apd Dearies ' 

, ^ • •.. A- - ■ 

Keene S-t^te College J s accredited by the New England Association of 
Schools and Cpneges,.and by the National Co'uncll for Accreditation 
of Teacher Education. , i * ' - 

The following degrees are offered " (v/l th d^g'ree and Intent): 

■ij Bache 1 o r o f Sc I en ce I n Educa t ion (1971) — Prepares teachers for 

the public schools of New Hampshire. ! • 

■ . * -V " ' ' . : • ',■ ' 

■ Bachelor of ,Arts (1^63) — bffers a balanced and broad liberal arts 
education wi th: emphasi s I n^a major f ield. 

» o • , I • 

Bachelor of Scleftce j(l963)'— Provides nfP-prnf».QQi»nai f»..nriof;»»; 
,to students.whb plan to enter school s of law, medicine, engineering, 
pharmacy and the like. V 

■ Bachelor of Music (1972) — *^Prepare|S teachers and supervisors of music 
frqm kln;de^garten th'rough Grade IZj^ 

Asgoclat^ fyi Science (I968)— A two-year course which t^i4pa res 
graduates to hol^ supervi sory pbs i t ions in modern industry, and tech- 
nblogy . ' 

Associate in Arts In General Studies (1973) " a. two-year course pre- 
paring undergraduates in lil^eral studies. 

Master of Educat i on ( 1951 ) Offers advanced preparation^ to those 
who are', teaching or wish to teach in the state. v^' 

^ ^. ■ ~ .'" 1 ■ ^ • . . . - : ' 

V Master of Occupational Education -(197 j) Offers-advanced preparation 
for vocational, educators, provided in consort with^other campuses of ^ 
the University System of New Hampsiiire, 
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OFFICERS; OF THE COLLEGE/ 

C 

The following is a directory of Keene State College administrators 
/--whose dutle?s ordinarily brfng'them into frequent contact with members 
I of the teaching faculty, (indentation indicates the individual who' 

ripports to the administrator). - 

The President , 

The president, acting under the authority of the Board of Trustees,- • 
is the chief executive off icer of the Col lege. He is charged with - 
the general supervisjon of the interests of the College and has 
special oversight bf :^the various departments of instruction artd 
operajtion. He presides at all academic fun'Ctions at ^v^ich he Is 
present, is a member of all Gol lege/commi ttees and councils, ahd 
represents the Col lege before t-he'public. ' 

Alumni Executive Secretary^ 

The executive secretary of the Alumni Association, under the / 
president , maintains contact between the^campus' and the graduates , 
publishes alumni informational materials, keeps YecOrds of alumnf 
addresses, and plans> various activities for or'by the alumni. . \ 

Assistant to the President 



^/The 2fif|istaiit to the presTdent ^carries out such assignments and 
/■ responsibi llties as are .requested by the president, and repre- ' 
^/ .sents the -College when so assfgned by t^e president. 

Dean of the College 

" The dean of the college, under the author! ty of the president ^ is 
the chief academic: administrative officer of the College and*" is 
principally responsible for the acadeinic programs of the College. 
The dean recommends faculty appointments, reappointments, pro- 
motions, salary, and tenure to the president. * The dean reviews 
departmental proposals and chairs the Academic Council . When the 
.president Is absent from the 'campus , the dean assumes the responds i- 
bTlItleS of the chief exeAhtiye officer. » ^ 

Assjstant Dean of the College- ' ~ 

The assistant dean, under the'^dea'n of the College, coordinates^ 
the. general outreach programs of the ColTege, including Con- < 
• tinuing education and summer session programs; oversees ^he 
effective operation of the Graduate program, Intervl^lng candi- 
dates, presenting studies on coursd planning sheets and assign- 
ing advisers (consulti.ng as appropriate with the Graduate Councj 1 ) ; 
and assists the dedn as requested by that offi^r. ^ I 
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Director of Continuing Education and Summer Session 

The director of continuing e^ducatlon, and summer sessi^on pro- 
grams Is the assistant dean of the college, and hs responsible, 
under^ the dean, for al matters pertaining to the administration 
and development of these programs. The director coordinates 
course offerings, faculty assignments, and' finances In this 
area with the dean of the college. \ . . * 

" . * • 

Assistant Dean of the Col lege and D irector of CaVeer Studies 

_ ■ . ^ » • . , ■ ' • ■ ^ ■. 

The assistant dean and director of career studies, under the' 
dean of ^le college", provides leadership and coordination In 
the^design and development of proposals for external funding; 
In tdvlsing faculty and administration on strategies .and 
techniques for making existing programs more career relevant; 
in developing needs-^assessment studies for new or expanded 
carefer, programs and exploration of funding sources; in working 
with the Community Advisory Counc I 1 and Technical Education 
Advisory Committee to continue the development of existing ' ^ 
career programs; and In studying and making recommendations 
far expediHin^ the^-^career-orlentat'ion of the College's 
programs. The assistant dean from time to. time has* special 
responsibilities In qertaln typiss of fund-raising campaigns. 

Col lege Librarian 




The boliege'l Ibrarlan,- under dean of the college, administers 
the J ibrary. and, supervises the libVary staff. The librarian 
is responS^Ib'le^ for pol icy formulat lon^n cooperation with the - 
Advisory Committee on Library Policies, and afso supervises ^ 
the In^formatlon Retrieval System and tSie Col lege 's media 
services.^ " . % 

Coordinator of Media Services 

* ■ ■ ' . ■ #» 

The media ^services coordinator, under the librarian, is 
r^s(|ohsIble for the procurenoent, custody and distribution 
or media ser'vjces equipment and materials. The coordinator 
..Is responsible for fhe reasonable availability, scheduljng, 
maintenance, efficiency and currency of media services 
equipment, material?, and other aids provided for instruction 
and education purposes.^ The coordinator advises the business 
^office on all purchases , from whatever source, of^^medla 
^'Ser,yices equipment In -order that such equipment may conform, 
to the maximum extent, to College standards and be compatible 
/ with otfjer aspects of tlie media services. The coordinator^. ^ 
advises and works with faculty on the values, advantages 
and'^ techniques of utilising media services aids and must 
therefoj^e be cooperative, eprjpathetic and responsive. 
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Director of tnformatton Retrieval System (Hedia Speelallst) 

> The dt rector of the tnformatton retrteval system^ under the 
• college ttbrarian, plans the development and expansion of 
. the Infonr^ation RetFjeyal System as a supplemental teachjng 
aid; cooperates wtth* other instt tutiohs and netvyorlcs for 
Kldenlil^the IRS resources:^ of the Col Ie§e; wortcs* wf th fac- 
. ; u'ty and /other staff In deve*Iopment of approprt^ate .materials 

and serv?ces; trains students in'the.use apd operation of 
the IRS system; and represents the Collelge on appropriate 
commi ttees, and bodies, /upon recomaiendation' of the Itbrartan 
and appointment by the president, . . " . , ' 

Director of Athletics . 

The, director of athletics, under the.de&n of the college, super- 
vises and directs intramural and -interco'l legiate athletfics in 
consultation^with the Athletic Board of GontroK It s,hall be 
'the respon^bi 1 ity of the Athletic Director and the faculty ath- 
letFc repres:entatlve of the Qollege to fi je, with NAIA District 32N 
Eligtbility Chairman, on;offic.i.a1 forms signed by the registrar of 
the dbllege, a typewrt tten 1 i st of all players el igtble to parti- 
cipate in the sport in season.^ These lists "^shall be in the office 
of. the District El igibi lity Chairman on or before October 15 for 
fall sports, January 15 for winter sports and April 15 for spHng 
sports. 

Director of Thome' Art Gallery 

r The director, reporting. to the Sean of the college, is r^spons^iJ^^Ie 
^ for scheduling, displaying and securing exhibition of worlcs of art 
^ consonant with policies of the Thorne Art GaHei 

Director of Administration* ' - 

The director of administration, under th6 authority of the presi- 
dent. Is the qhief financial of fleer of the College who develops 
and coordinates the Col lege budgeting system; over,se>s the Com- 
. puter Center and btislness oper-^tons of the' Col lerge; supervises . 
personnel management policies and-^procedures of the College; 
undertakes Institutional research or coljects andcollates data 
from operating units of the College for analytical and reporting 
purposes; and performs such other administrative dutjes as are 
assigned by the president. 

Business Manager . 

4 " I ... 

^ The business manager, under the diregjt^r of administration, Is 
responsible for the preparation acrH administration of College 
budgets. This office also administers staff personnel , payrolh 
and fri nge benef I ts , procurement ;of suppl tes and equipment , and 
maintenance of accounts." 
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Assistant Business Manager 

The assistant business manager /under the direction of 
the business manager, assists 1n the preparation and 
administration of College budgets; attends to matters 
Involving jstaff personnel, payrolls and f ringe benef i ts ; 
assists in the procurement of supplies and equipment, 
and In the maintenance of accounts • 

Bursar 

The bJrsar, under the business manageV, is responsible 
'for billing and receiving all funds due the College, 
except for NDEA loan repayment notices which originate 
fr.om the Financial Aids Office, 

t» ■ ' ^ 

Bookstore Manager » 

The bookstore nifanager, under the director of administra- 
tion, is responsible for the- operation and management of 
the Col l^gei Bookstore. This office purchases, stocks 
and sells textbooks, reading and plass materials, labora- 
tory supplies and basic sundries. 

Computer Center Director 

The coimputer .center director,, ynder the dir^etor of admlnls' 
trati on, ' recommends on the selection of c0fnputer equipment 
and peripheral requirements, participates as the college 
representative in the development of the University System 
computer network, and represents the college on^any othe^ 
official committee or consortium lnvolv,Ing computer facl- 
clUtles. The director works With faculty and other staff 
In assessing feasibility and prIoHty of demands for com- 
puter and data processing workloads. The director may hold 
a Joint faculty appointment (but lni||u<^h faculty appointment, 
shall be responsible to the dean of^he college.) 



2.32 
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2.3^ 



2.35 



Computer Operations Manager \ 2.36 

The computer operations manager, under the computer center 
director. Is responsjble for the machine-processing Of 
records and reports; is the production manager of the com- 
puter fad 1 1 ties; and provides data processing for adminis- 
trative offices. 

Col lege friiFor mat loir Offhc€f^ * \ 2.37 

The coTlege Information officer, under the dli^ectar of ^dmin^ 
istra^ion, oversees the Col tege's I nternal and External com- r 
municatlons and Information services program. Involving the \ ' 

preparation of news releases, photographs, radio and' teVe- 
\^islon media materials, and on-campus newsletters ;^coo/^i nates 
an^ assists In the production of College publications; and assists 
the President In protocol and hospitality services for campus 
guests. 
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V 



Dean of Student Affairs 



The dean of student affairs, under the authority of the president, 
Is the chief student- life officer on xhe campus responsible for 
overseeing the fol lowing of flees : admissions, registrar, health 
services, financial aid and career cpunseVIng, student union and 
student activities, housing, campus^ secur I ty , dining, testing center, 
reading laboratory, dean of men and dean of women. 

Dean of Hen - Dean of Women 

The dean of men and dean of women, under the dean of student 
affairs, have supervl so.ry respons I bl 1 1 ty for the non-academic 
activities and th^p'general well-being of all undergraduate stu- 
dents. They are also responsible for the entire residence hall 
program, including staff seldttion and training, and for pro- 
viding personal as we) I as academic counseling for students. 
In addition, the dean of men supervises the reading laboratory. 

Director of Admissions 

The director of Admissions, under the dean of student affairs. 
Is the admijiistrator oi policies of'admission tb undergraduate 
.programs. .The director represents the college, in relationships 
with secondary schools and provides candidates and school 
officials with appropriate Jnformatlon about the College and 
its admission pol Icy. Evaluation of the credentials of students 
.seel<ing adyartced standing is conducted by the dean of student 
affairs. 

^ Assistant Director o€ Admissions - 

The assistant director, under the difectorof admissions, helps 
. in administering the policies of admission to undiergraduate , 
programs and performs duties as prescribed by the director. 

Director of Student Activities ank r ^ 
' . the L.P. Young Student Union 

The dir-ector of student activities, unde^r the dean of students, is 
responsible for coordination of al I non-athletic extra-curricular 
activities, Including the campus activities calendar and the assign 
ment of all facilities to campus organizations, outside the normal 
. academic program. He has general supervisory responsibility for 

the Student Union and works with the .Student Union Board 't)f Control 
• In creating policy and programs. . . - 

Regi strar * 

The registrar, Under the dean of student affairs, Is responsible^ 
for maintaining the academic records of all undergraduate and 
graduate students. This office Is also responsible for the pre- 
paration of the master schedule of courses, assignment of alf 
classrooms and labs, establishment of the final exajmlnat ion 
schedul^f and the pre-regl stratlon and -regi strati on processes. 
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PI rector of Financial Aid 



The director of student financial aid, under the dean of student 
affairs, proceisses and evaluates financial aid requests and assigns 
Uhe following award (s): New Hampshire State Tuition Scholarships, 
Keene State College Scholarship , Grants , National Defense Student 
Loans, Educational Opportunity Grants, College WcJrk-Study Funds and 
all loans and scholarships of the Keene Endowment Association. The 
director is also responsible for the employment of students under 
the state payroll of the College. 



Director of Career Counsel ing and Placement 

The director of career counseling and placement, under the dean of 
student affairs^, as sists graduating senlors^ alumni and graduate stu- 
dents In securing employment. This off Icedevelops and maintains 
credentials and makes them aval lable to prospective employers; 
prpvides career counsel Ing for stU^dents; and maintains a library of 
career materials and Information. Vhls po^Ulon Is currently unfilled 
and the functions are being perfprm^ by the dedf of men and dean of 
women. . \ ' 

Director of Housing \ ^ 

The director of housing, undeV the dean Xf student .affairs Is respon- 
sible for all college housing Including tne supervision of house 
directors, resMent assistant selection andl training, the development 
of educational programming' In housing unlts\and direcfty oversfees 
campus secur'Ity. ' 

Coordinator of Reading Development Laboratory 

The coprdlnator of the Reading Development Laboratary, under the dean 
of student affairs. Is responsible fp-r administration and operations 
of the Laboratory which serves students wishing to Improve both their 
reading rate and theic organization of reading material for better 
retentlo^n and comprehension. 

Director of Testing Ci^'nter 

4~ - 

The director pf the Testing Center, under the dean of student affairs', 
administers a campus facility offering both individual and group 
testing services. The. dl rector ; on behalf of the College maintains 
appropriate relationships with national testing services as well as 
colleges, schools and agencies withl'n the region and the state. 

Director of Health Service 

The director of health services^ Is in charge of hefrlth counseling 
and Infirmary services. He supervises the nurses , 'medical des , 
medical technicians and other medical staff of the health services; 
oversees the care, maintenance and upkeep of health cf^cllltles on the 
campus; and initiates and coordinates planning and studies df health 
educatldn and health services for the College. ' \ 
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Dt rector of Physical Plant Development 2i80 

Jhe director of physical plant development under the president, 
is responsible for all campus physical planning and new oonstruc- 
tion. The director is also responsibfe for all matters relating 
to plant maintenance and upkeep, and for grounds and custodial * * 
service. ] ^ . 

✓ 

Assistant Director of Physical Plant Development . 2.81 



The assistant director, under the director of phyjslcal plant 
development, is ^responsible for the maintenance and pustodial 
care of all campus buildings and grounds; for operation of the 
boiler plant; and for the maintenance of all utility lines 
throughout th^ campus. 

GroCinds Foreman - i . 2,82 

■ ■ ^ ■ ' ■ ■ i 

The grounds foreman ^ under the assistant director of physical 
plant development, is immediately responsible for the con- 
structlpn, mai^lfcenance and repair of grounds,* lawns , trees, 
shrubs, flowers',' secondary roads, parking areas; the moving 
of equipment and supplies; and for other faci 1 i ties and areas 
as assigned. \ . 

Building Service Workers Foreman 2^83 

The bui Iding service workers foreman, under -the ^assi^tant 
director 6f physical plant development, is immediately 
respojpslble Xor the direction of custodial personnel in 

the performance of thel rework. ' . , ^ . * . 

Work Control Coordinator . 2.8^" 

The work control coor^fll natorV under the assistant director of 
. „ physical plant develcjipment, receives and organizes requests 
for maintenance, repairs and in-house construction of College 
facilities and utilities; assists in scheduling this work and 
the procurement of supplies and materials ; coordinates the ' 
use of all College vehicles' by faculty and staffs as well as' ^ 
the repal r-ln$pect ion-maintenance schedule for all College 
vehicles; and establishes and maintains schedules for pre- 
ventlve maintenartfce programs. 
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PRINCIPLES OF FACULTY SER\^ICE \ 3. 00 

Although the term "faculty" is subject to a wide variety of Interpreta- 
tions, In thtis manual the word refers to those who teach at Keene State 
College and' thtse who are concerned with the administration of Instrut- 
tlon* Included In the faculty are: the president of the college; the 
deans of the college; director of administration; professors, associate 
professors, assistant professors, and Instructors; the librarians; and 
certain administrators who hold faculty equivalence as a mark of pro- 
fessional standing. * . 

« 

Instances of Required Trustee Approval 3.01 

Faculty appointments made with the granting of tenure, actions Involv- 
ing faculty promotion, the granting of tenure, the grantlng^of emeritus 
status, the Issuance of terminal contracts for tenured employees and 
awarding of salary Increases tn excess of $1,000 require approval of 
the president and the Board of Trustees. Appolntm^t of departmental 
chairmen does not require trusted approval . 

New Appointments ■ -^^ y ' 3 05 

rm to thefstandards and practices for 
shift In the percentage of faculty In 
e to established rank requirements. 

Affirmative Action Program » 3. 08 

An Aff ] rmat I ve Action task force has prepared^ a draft statement for 
Kefene State College In regard to the Collegia's allocation of resources 
for student activities, admissions policies, hiring practiced, etc. 
The director of administration Is the director of the Affirmative 
Action Program. The next step will ^consist of a System-wide review 
of the several campuses' statements -for submission to the* Federal 
government. . , 

Academic Freedom ^ 3. 10 

The rights and responsibilities of faculty members at Keene State College 
parallel those set forth In the 19^1 statement Jointly Issued by the 
American Association of University Professors and the Association of 
American Colleges. The basic principles of tfils code are: 

A faculty member fs-entltled to full freedom of discussion In 
research and In publication of tde results of his research, subject 
to'the adequate performance. of hi s other academic duties . 

A faculty member Is entitled to freedom of discussion In his class- 
room. It Is his responsibility, however, not to Introduce Into his 
teaching controversial matter unrelated to his subject.. 
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A faculty member Is at once a (;ltlzen of the state and community, a member 
of a learned profession, and a member of an educational Institution. Wher^ 
he speaks or writes as a citizen, he Is f ree /rom Institutional censorship ' / ' 
or discipline. He should always be aware, however, that the general public 
i^^prone to judge the teaching profession and the college by bl^ private 
'utterances and conduct. Hence, he should at all times be wel 1- Informed and. 
accurate In what^he says; he should exercise the proper restraint and show. 
\respect* for the opinion of others In speech and action. When speaking or 
Ipcting In the c^ipi^!^! ty of a private citizen; 1^^ shou^ld make clear that he 
is not acting as a^spokesman for the cpllege. ^ 

Channels of Appeal and* Review / * ^ 3.11- 

A harmonious working relationship among faculty, admlnl stratlon /- and student 
body demands cooperation, the easy circulation of. Ideas, respect for dlV- 
ferlng opinions and- forbearance In the judgment of motives. A college which 
falls; to mal'.ntain this harmony Inevitably suffers. 

' . ♦ - 

Ideas, from whatever source, for the Improvement of the college should obtain" 
speedy confide rat I oil and effective action. Even when critical of policy they 
should not be stifled at the source. Each member of the faculty has a duty 
to ngalntaln What he'belleves to be the right,, but he has an equal responsi- 
bility to do so In. a manner' which wl 11 defend the stature of his profession 
and the reputation of his college. * \ ' 

A facul ty. member'* who feels bound to question vyhat he conceives to-be 
Injustice or malfunctslon has several* channel's open to him. In. all cases It - 
Is expected that he Wll 1 seek satisfaction at the first possible opportunity- 
through conference anid, where justified, compromise. 

DepenfHng upon the nature of the problem, these are the accepted channels 
of approach. In all cases the decision of the trustees is final. 

It Is Important to distinguish between the judgmental^ function of a collegiate 
committee such as the Faculty ,Eval uat Ion Advisory Committee (Independently 
elected by the facu.lty of Keene State College) as a group to weigh evidence, 
assess qual I f Icatlons, and recommend thereon to the dean and the Faculty \ 
Appeals Committee (al so elected by the faculty) on determinations made by the 
dean after review by the Faculty Evaluation Advisory Committee. ClarllFIcatlon 
of responsibility Is necessary If the purpose and Integrity of each committee 
IS to be maintained. The Faculty Appeals Committee was established as ap 
appellate safeguafrd against paprlclous, arbitrary, or prejud'iclal actions, especially 
(though not exclui?Ively) In r^iatters of tenure, promotion and termination. In this 
sense, It functloi^s as' a "Grle^var^ce Committee" as recommended by the American 
Association of Unlvers I ty Prof<;ssors'| The Faculty Evaluation Advls.ory Committee 
Is established for a more pos I tlve (though not necessarfly more Important) pur- 
pose; namely, to exercise professional judgment In advising the dean and there- 
by provide faculty Input Into the prbfesslonal evaluation process. This 
Indicates that faculty judgment ori. these matters Is a primary responsibility of 
FEAC, In contrast to this, the Faculty Appeals Committee functions to assure 
due process has been observed, or that'*no new, relevant or significant evidence 
has emerged that would substantively 'affect the case at hand. The Faculty 
Appeals Committee must Jbe the judge of ^whether an appeal meets these standards. 
(See also f.E.A.C, sec. 3.2^B; and F.A.C., sec. 3.30).. 
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The appeals procedure consists of the following steps: 

1. Chairman of the department ( « 

i 2. Dean of the College 

3. Faculty Appeals Committee 

k. President of the, Col lege 



Curricular Problems 



5.15 



A faculty memberl.wlth'a question, proposal or^prob.lem concerning curricula^ 
•matters should first see his department chairman. Referral' from the chalr- 
. man is as fol lows: To the- dean of the col lege, to the College Senate 
Curriculum Committee, to the College Senate, to the System Academic 
Planning Courxil 1 (or, with associate degree matters, to the Joint Manage- 
ment Team), to the- Educat lonal Policy Committee' of the trustees, and 
finally to the fuIl.Board of Trustees. ; . • , 

Faculty Ranl< 3 20 

• • , ■ ■ • . 

The ranking of faculty at Keene State CbUege fol lows the usua'I ciscending / 
pattern of American academic life: instructor, assistant professor, 
assofciate professor, and professor. AM appointments are made by the 
president, at the' recommendation of the dean of the college. The ^point- 
ment of a dean or a' di rector requf res Board of Trustee approval". 

. , - C, :- ^ ■ , . . ■ 

Visiting or part-t^tme faculty, adjunct faculty, and designated 'Mecturers*\ 
serve outside the rank and tenure scale. Graduate teaching assistants have 
the temporary status, of junior faculty (see .Graduate Assistants, section 
5.^0) ' ^ 

Administrative officers who hold faculty equivalence serve without tenure 
and their relationship to the instruct lonal pattern is either shown in . 
the organization chart (see appendices) or Is special ly designated , by the 
president Of the college. 

Qual if ications ' • . ^21 

• ^ ■ , * . 

Instructors^- Shall have completed, or made substantial progress toward 

completing, formal advanced study appropriate to thelr'field. 

t ■ 

Assistant Professors: Sha 1 1 have completed formal advanced study appro- 
priate to their f[eld and have had successful teaching or other relevant 
experience. » • 

Associate Professors: Ordinari ly shal I have completed doctoral stydies 

or the equivalent in their field, have had* several years of successful * ^ 

teaching experience, and have demonstrated professional growth Snd 

scholarly activity. ^ ' 

Professors: Shall have a backqround of successful teaching and research, 
marked by the perspective of maturTty and experience, or by some creative 
attribute generally recognizable in the academic world as a special asset 
to a faculty member. 
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Graduate/faculty are those empowered to teach and advise graduate students , 
serve onr graduate students' committees (both preliminary and final), leglsr 
late oiy curricula and standards, and elect members' to the Graduate CouncI I • 
The gr/duate faculty was established by trustee action, - 



Th^ tfrlteria ;used to select graduate faculty are: 



/ 



1. 
2. 



3. 



6. 



7. 



Be a member of the* Co I lege faculty. 

The -graduate faculty shall possess Interest 

-and competence In scholarship and must have 
a genuine concert for, and competence In, 
graduate teaching and advising. 
Gra^luate faculty shall hold the academic rank 
of assistant professor or above In a department 
of the College fpr the course that Is offered, 
A graduate faculty member shall be recomrir|ended 
by the chalrmaiQ of his department. 
The 'appplntment to the graduate faculty must 

^be approved' by the directors of graduate studies 
and the Graduate Council, andJyoted upon by the . 
fuj I /graduate faculty, ^ • 
The graduate faculty member shall possess the 
earned doctorate In his field*/, (Those members 
of the faculty holding the academic rank'^ispf 
associate professor or professor and a mlWmum 
of 30 semester hours beyond the master's degree 
In their dlscIpHne^prlor^ to June 30,:J968, shall 
be eligible for graduate faculty members^hlp In 
accordance with Items, I, 2, 3, ^ and 5 above,)/ 
Exceptions to the requirements for member^shlp on 
the graduate faculty stated above^'must be 
approved by the dj rector of graduate studies 
and tht Graduate CoyncI I , upon the recommendation 
of the department chairman. 



Notification of Status 



Upon appointment ahd as early as possible 4n the sprlng*semester of each 
year, faculty members are provided not Ice^of the terms of J^elr con- 
tinuous employment, regardless of their tenure status. 

^ Annual Evaluation. ' 

The evaluation process. begins with the Individual faculty member. He Is 
responsible for keeping complete and accurate records of his college, 
community, and :^rofesslonal activities, and Informing the chairman of his 
progress. Any l^nformatlon which would support a recommendation for pro- 
motion or tenure , should be Included' ks an appendix to the Faculty Informa- 
tion Report. Non-tenured faculty members and those desiring promotlorr 
should Invite their chairman to make two classroom visits each semester. 
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At the option of either party, a conference may be held following a class- 
room observation. At the end of each|ann'ual evaluation period, and more 
frequently If jdjisslred pr necessary, each faculty member should review his 
annual progress with the chairman. 

* \i , . 

ff not recommended by his chairman a\member of the faculty has the option 
of Initiating a recommendation for his own promotion , and: should then subrijlyt 
It to his chairman for Inclusion with h\t Faculty InfoYmatlon Report. 

Standards ' ^ \ ' ^ // .y.2k^ 

■ ■ ' ^ ■ V 

Cr I ter-.la' for evaluation are: 

•.',>.'. i • • ' 

It Teciching Effectiveness - as observed by chairmen, colleagues, pijid 7 

Students. This criterion should be reviewed most seriously by al 1 \ ^ 
cpncerned. . ^ - • ' , 

2. Scholarly Qualifications - such as work toward or acht^-ement of 
highest degree standard for professional pos I tlon , ^completion of 
res'tearch worthy of publication, apd reco'grtltlon by cojleagues In 
locality, region, or nation. ^ ^ 

• ' '- , ' ' . ' ■ . 

3. Service to College - such as active membership pn department pr 
col lege comml ttees and assistance to students and student grPups 
on campus 1 . 

Community Actfvltle^i - as related to professional services. 

The minimum periods of service In rank for promotion at Keene State College 
are as follows: . - . 

■ ■ ■■ ■ V • ■ • ■ ■ ' 

from Instructor to Ass i stanV Professor 3 years 

from Assistant Professor t^o Associate Professor k years 
from Associate Professor to\Professor h years 

* ^ . • 

Total service, whether continuous or Interrupted, wl 1 1 be given tp the 
establishment of a department advisory committee on evaluation'. All recom- 
mendations of this committee should be presented to the departmept chairman. 
He should review these recomm^idat Ions before completing and submitting his 
reports. \- 

Faculty Eval uatlon, Advl sory Committee 3»2AB 

The five members of the Faculty Eva^luatl on Adfvlsory Committee (FfeAC) 
shall be elected by the ipembers of the faculty who are subject to their 
evaluation. The election shall be conducted on the first Wednes<lay In • 
October by the Secretary of the College Senate, ustng a written ballot 
v/hlch shall contain th^ names of faculty- from the upper tWo ranks, except • 
tha^t facul ty serving as department chairmen shall not be eligible. Faculty 
members of the upper two ranks who must be reviewed for tenure, know they 
will be nominated for tenure by their chairman, ar do not wish to serve 
on this cPmmlttee should notify the Secretary at their earljest convenience. 
Their names will not appear on the ballot. Any faeurty member elected to*-^' 
this committee who Is subsequently nominated for review must disqualify • 
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ilp®'^ fromfservlce. The faculty members receiving the 6 -10th Iqrg- 

' number of votes will serve a^ altirnates as' reqtal red.. The members 
DIW^'^ advisory committee will review all faculty submitted for Its 
^"^^^V^^^ relation to college eel teri a, wJth equal Irrtpartl al I ty ' ^ 
|<JIs4ua1Ify themselve^ In favor of- the Alternates In particular cases; ' 
|-ir]ther, a faculty member b^Fng reviewed by the committee may ^xerclse 
'■'9i3t of pre-emptory substitution for one, and one only, member of 
fi^'^^^^ he/she does not wish to participate In the review of hi s/her 
dMi|e- > such case of j)re-emptbry subsf I tut I on , the next rankf hg^^al ter- 
v*3i^® serve. T^e committee will select fts own- chal rman who must 

Mlntafn open communi cation ^wl th all members on pertinent matters. 

M ' ' ' ' • 

^j|1J;er due del I be rat I on the Faculty- Evaluation Advisory Committee will ' 
^tj|)mlt Its written recommendations on promotion Ins)rIorIty for each 
Sjctademlc rank along with Its reports on tenure. and termljiatlon. to theV 
|e^an. The committee will sepd to each Chairman a written report on Its 
^fjCommcndatlons relative to their faculty m^embcrs with an Indlcatloh of 
^Cpnlttee vote. The chal rman will" I n^'orm'^f acuity members of the'recom- 
. i^ndatlons of- the Advisory Comml^ttee. The function of this .cOmml ttee 
strictly advisory Iti nature and Its priority recommendations on pro- 
motion do not demand subsequent administrative endors^ent^ -i, - 

. ' . ' .; ^ ' , ' - \ 

Malta's Rble 

|f. ^ . . -v- 

iL " ■ . ,< . , . . ^ - . ' 

T^te dean will pfovlde the personnel f I les^exf luding salary Information of 
eaph faculty member under review upon request of the chairman of the 
l^culty Eva^tiatlon Advisory Committee. His rolf? aS adjudicatory, pre- 
Jludes a|^ to the chal rman or members of the advisory ^cjbrpnrt I tt 

f9" spe(;tfl^7ndlvlduals, wi th* the exceptlon^^pf the chairman. Oh depart- ' 
rtiervt cbalnjicTi he will subml t-Vrl tterf stat:ements. However,. he will 

J Include with the personnel folderis all Information deemed^ relative to 

■nhe formation of valge judgments by jtlre comml ttee.V The'commlttee may 

.'Consult with the dean on all matters of general nature. 

:iThe Dean\; and ^the President -In the case 6f Department Chairmen w.lU make 
';;'t he final decisions based on. all aval 1 ab le Information Including the rec- " 
commendations bf the de()artment /chairmen, the Faculty Evaluation Advisory 
doitimlttee, colleagues, studemts, and other possl ble ^ources^ He shall * / 
[■■notify all mejnbers of the advisory committee, department chal rmen, iind, 
; Individual faculty of his decisions before presenting them to the Boartf of 
Trustees. . / ^ , • 

The College takes cognizance that the Legislature of the State of New.v ^ 
Hampshire usually postpones the appropriation of funds for State Departments 
; until late In 1 1^ working sessloTi. However, It. Is .Important that .sjtaf f be 
provided letters of Iht^ent no later than April 1 -of the given year/ Such 
letters shpuld be con^Jltlonal Ijp nature. 
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• Student Participation tn Faculty Evaluation * 3 jlfa 

; Students should participate ,ln the evaluation process. The 1969 final ' 
.. report of the local A.A.U.P. Committee T on Faculty Evaluation stated:- , . 

"Students must and sljould have a meaningful role in the proce'ss ' ^ 
j> of faculty evaluation. Students of ten laform departmental chai r- . 
men of their grievances; they should also make. sure thfey record 
favorable reaction. Students should further be al lowed to com- 
ment on their profes.sors' teaching, abl 1 ities in anonymous written" 
forms. A Class period -near the end of each semester should be 

set aside for preparing (filling out) these forms. Two copies " ^ 

should be made, one to go to the individual faculty meniber, so 
that he may improve his teaching abil itIes; tl1e-%econd, copy . ' . ' 
, should go to the department chai rman to become part of his records." 

These suggestB>ns ')!i.re in agreement with the general recommendations of the " 
Amerlcan,Assocja.tron of University Professors regarrfing faculty evaluation. 

The gener'arobject'lyes of student participation in faculty evaluation should 
u'!^ Improvement ofv' Instruct ion, (2) Assistance In the evaluation of . 
teaching effect ivenesS-Land (3) Encouragement of student reflection about 
their educational -dfesjecli^es and^earjiina. '/ . v.. 

. * * ' 

Improvement of Instruction ; > , \ 

If the evajuatlon of faculty by -students is to Improve the quality of Instruc- 
tion, cirtlcism must -be specific, and positive suggestions should be written 
in.the^space provic^ed. >ere s4my.ld be no reluctance on the part of students 
to include comments directed toward the improvement of Instruction if pro- 
vfcsion Is made for anonymity and they are assured the evaluation sheet will 
not be reviewed by the instructor until after the grade reports have- been < 
processed and malle^l. The analysl s of the forms by faculty members will be 
faci Itated by such additional information as whether the course was required 
or elective, within or outside the m^o-r. ■ --^ ■ 

Evai uatlon of Faculty 

... 

Tlie collective rating? of facultyby students should prove a valuable 
asset to department chairmen In making final jCidgments of faculty per- 
formance. Each additional mode of evaluation gives the.chal rman another 
source of information from which to make evaluation more objective In 
"nature. The nature and purposes of higher education have received 
extremely 1 Imlted consideration In most colleges and unlversltIeK Des- 
plt;e many apparent changes noted In the academic world, the Institutions 
of higher education have frequently resisted positive evolution by default. 
No study has- been made to determi ne when and how learning has taken place " 
in each course, and how effectively the Instructor stimulated thinking. 
There has lieen no method of obtaining Opinion of how the statfed objectlj/es 
of each course are consonant with student opinion. Students should have 
an opportunity to express thel r. thoughts on these matters. Through the 
use of>he Student Evaluation Form faculty members and chairmen can be 
apprTsed of differences In thought, the rationale for the disagreement, 
and the need foh change in course and program objectives. 
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Procedures for the Admini stration of Student Evaluation Forms ; 

1. The Student Evaluation Form adopted by the Col lege Senate Is the 
official -instrument. . *■ ■ . • " 

2. The Testing. Center is responsible for the distribution and -col lection 
of the evaluation Instruments... 
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3 
5. 



The Testing Center prpvides the evaluation instruments to the Com-°^' 
puter Center for tabulation of results. 

The Computer Center has the summer to process the, data and to generate 
the print-out reports. 

The print-out of the results are delivered by Jthe Computer Center to 
the Dean of the College for>^roper distribution to the^Chairmen anc! 
, individual facul ty members . * 

6. No additional use of the data base will be author! zed except 'by tfte ^ 
Dean of the College. 

Establishing Tenure .\ - 

'{Ttks tenure policy was approved by the Board of Trustees on Dec^ember 19 
196A)v ' , V 
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'All members of the faculty without permarTent tenure are appointed for^^ 
oneryear terms which may be renewed folloCViijg an annual review of - 
Individual performance by the appropriate dean, /or other admlnistra-^ 
tive officer In consMltation with the department chairman.' 

Permanent tenure Is a status conferred on faculty members on their 
demonstrated merits without regard to. period of time served, except 
as provided below'. Such tenure can be acquired only by af f i rmat-jve 
action af the'Board of Trustees on the recommendation of the president 
as adv4^ed by the apt^ropriate dean,' di rector or other administrative 
^officerjn consultation with the appropriate department^ chairman. ' 

'A, 



An Instructor Is not eligllj^le for tenure. After no more than/ 
four years of full-time service in this rank, he will be promoted 
or notified that his appolntmept will not be renewed at the 



of the fifth year. Supervising teachers at the labor^^irfy^ 
and librarians ^Ija^r be the exception to this se^hJnV After a^' 
minimum of three years of full-time serviceJLr;^t^ 
he will be eligible for tenure as. a sup>i^is I ng teacher at the 
laboratory school or as a 1 i brarUr»<or he wij 1 be notified that 
his appointment will not be j:en^d at the end of his seventh year 
a^servlce. ^ 



An /sslstant:.^fofessor ineligible for tenure at the end of six 
ye^H-s^--s^ a full-time member of the col lege faculty 

Jjfctuding his years of service as an instructor. If tenure Is 
not granted at this time, he wl 1 1 be not 1 f led^jthat his appointment 
will not be renewed at the end of his sevfentfi year of service. 
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IV. 



C Ah associate prafes|.|t^. promoted' to' this rank js appointed wl th 
tenure, provided he has been a full-time member of the college 
.faculty no less than three^ears. A member of the faculty newly 
appointed to this rarilc., Isi^ellglble fo> tenure upon completion ' 
of three years of service. If tenure Is nojt granted at this time, 
the faculty member will be notl.fied that his appointment will not 
.. be renewed at the end of his fourth- year of service.* 

D. A professor, promoted to this rank. Is appol nted wi th tenure , pro- 
vided he h^s been a full-time men]b^r,of the college faculty no 
less than" tvio years. A member of^ff?! faculty', newly appointed 
to this rank. Is eligible for -fenure upon the completion of two 
years of service. If tenure Is not grarjted at this time, he wl 1 1 
be notified that hi s appointment wi 1 1 riot be renewed at the end 
of his third year of service. 

Members of the faculty holding administrative positions are not 
granted tenure In that capacity. " , 

I . " " 

The faculty Evaluation Advisory Committee shall advise the dean of 
the college In regard to the granting or non-granting of tenure In 
accordance with above criteria and standards. ' • 



Age of RfrtI rement , . ,3.26*" 

The tenure of a faculty member ends on June''30 following his 65th birthday. 
On the Initiative of the College and at the discretion of the Board of 
Trustees, he may thereafter be employed on annual contracts, but not beyond 
the June 30 after his 69th birthday. 

Such exceptions shall be primariTy In those, cases where the-'faculty member's 
specialty Is so unique that a replacement cannot be readily made wiJthout 
detriment. to the academic program. 

" ' . - .- • ■ 

Notice of Resignation 3.27 % 

A faculty member terminating his employment should submit a formal letter 
stating his intention at least four months in. advance of the effective » 
datq^ This procedure is standard through the Univers^Ity System. . The designa- 
tion .should be addressed to thi? president of the coVJege, and transmitted 
throijgh the department chairman and dean of the colle^. ' ' . 

PI smi ssal 3.28 
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In accordance with University System policy and recommended AAUP standards, 
facul-ty members with permanent tenure may be .summarily dismissed only 
for* proven, grave moral delinquency. In all other cases, excepting the 
lack of fupiding or the termination of an academic program, the following 
procedure appl ies regardless of grounds for di smi ssal : 

A, The faculty member shall receive one academic year's written 
notice of the proposed d i smi ssal . 

B, A written statement of reas6n|^/or dismissal shal V be forwarded 
to the fatuity member by the president, of the college, normally- 
only after thorough discussion between the 'faculty member and 
the dean, director, or other admliyl strati ve officer concerned, 

- 29 • 
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C. The f a cyVlf^ member shall have the right to ^hearing as follows: 
!• Vlth the executive officers concerned, ^ 

2, By^^appeal through the F^u I ty Appeals Committee of the College, 
, which win examine the case accord fng to Its own rules and 

precedents and shal l thereupon advise and counsel' the president, 
(This appeal is not mandatory, but Is at the discretion of the 
faculty member,-) 

3, Before the personnel committee of the Board of Trustees, sub- 
ject to the commi t tee's pleasure; procedures to be determined 

^ by the committee.* ' 

4, Before . the *above committees. In consultation with* one or more 
scholars in the faculty member's field, if the grounds for 

, ^ dismissal Involvg professional competence. The faculty member 
and the admini stratlo/n :may each select an equal number of 
schoJajTS from the fadjilty of the University or a similar 
institution, / . . ^ 

5* Hearing results willbe reported to the Board of Trustees, which 

will serve as the fl,hal authority. In none but the most extreme ^ 
emergency may a faculty member of permanent ten^ure be, d i smi ssed 
' for financial reasons, and then only after the College ha*s made - 
every reasonable effort td accomplish the economy by other means. 

Non- Renewal ^ " ' * 3.29 

Faculty members without tenure who have completed less than one y^^r of co\- 
tractural service shall be notified of non-renewal by March 1st, Faculty 
members without tenure v who have completed at least one year but l>ess than two 
years of contractural service shall be notified of non-renewal by December 15th.. 
Those without tenure but with more than two contractural years of service shall 
' receive a full academic year's notice. All notices shall be in writing, (See 
also Tenure, section 3«25). 

Faculty Appeals Comm I t tee 3.30 

The Faculty Appeals Committee (FAC) functions as a mediative and adjudica- 
tive body to deal* wl th the personal professional problems of members of 
the faculty which cannot be i^solved through ordinary administrative and 
departmentaV procedures. Any regular member of the faculty has the right 
to h^ve his case considered by the Faculty Appeals Committee, composed of 
^ive tenured members of the faculty elected on the first Wednesday in each 
October. Faculty members currently serving on the Faculty Evaluation 
Advisory (fommi ttee ""(FEAC) , including a 1 ternates , are" not el igible for 
election to FAC and newly elected FAC members are not eligible for 
election to FEAC the succeeding fal 1 . Members of FAC are elected by ( 
the ent I re departmental faculties; persons receiving the sixth &nd 
seventh highest number of votes are designated as alternates and serve 
In any case In which a member of the committee may be Involved In a con- 
flict of Interest. v - 
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leaves, of Absence 3*31 

All such leaves are prfvf leges granted by the ?oard of Trustees on the 
recbmmendat f on of the dean of the college, after he has consulted the 
department chairman. Petitioners should apply one full year In advance 
of ^he date^.the leave .Is to begin. A formal letter- to the dean of the 
col lege should jdet^l 1 the purpose and circumstances^ and should bear the , 
endorsement of the department chairman. Each case will be considered on 
Its merits and In the light of Its value to Kee^?e State College. 

A. Leaves for Professional Improvement (Sabbaticals) — Faculty members 
who have attatned at least the. rank of asslstany professor become 
el,lglble after six years of full-time service In the rank of 
Instructor or above.. Previous leave time Is not Included In fhls 
total . * , ' 

Ordinarily sabbatical leaves are Intended for faculty members who 
have 'completed advanced preparation. They are granted to encourage * 
professional study, research and creativity. 

Exceptions may be made In special cases where the faculty member has 
shown substantial recent progress In formal -advanced study and where 
completion of such would /be of signal vatue to the college.^ 

Such leaves are grqntiid with the understanding that the recipient 
shall return to toe service of the college for one year or reimburse 
, the full amount of the salary received while on leave. 

B. Leaves Without Pay — These are not ordinarily granted for more than 
one year. Application follows the procedures outlined above. 

C. Resldent-Sabbati cal — Aftef four years of employment a Keene State 
College faculty member shall be eligible to apply for a resident- 
sabbat I cal . ' 

A resident-sabbatical Is an academic yjear during wfhich the faculty 
recipient Is relieved of any and all committee responsibilities both / 
departmental and col lege-wlde, and all other assignments, outside of 
thelT^pr In^af'y function. ^ 

Application follows the procedures'outl Ined above. ' 



Other Facul ty Absences ^ .* 3-32 

All faculty members are expected to meet ^a 11 sclj^eduled classes unless M 1 or 
excused, or If a qualified substitute covers the assigned classes on an 
emergency, basi s , with approval of the. department chairman. 

A. 1 1 Iness. " The de|bartment chairman should be notified as soon as possible 
' ' ^ after It becomes evident that a faculty member will not be . 

able to teach his classes. oThe department cha I rman will 
• * arrange for other members to cover the classes. If a class,^ 

because of Its schedule or content, cannot be substituted, 
the chairman will cause a notice to be posted. Faculty 
inembers are asked not tp^^st-such notices. 

B. Sick Leave — The policy of the col lege- Is to make sure that all classes 

meet with an Instructor present. The Illness of a member of 
the faculty will be compensated In one of the fol Ibwlng.ways , 
depending upon its duration: - * 
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,1. A brief absence, up to one. week, will be carried at full salary with 
colleagues substituting within the department on a reciprocal basis 
(see A above) . 

2. A longer illness, up to one semester, will ordinarily be carried at 
full salary. In thts case a regular substitute will be provided by 
the col Tegife. 

3. rilness longer than a semester is presumably covered by the faculty 
member's enrol Iment In-an available Income xli sabi 1 i ty protection 
plan. ( S^e Disability Insurance) . , 

Excused Absence A lljnited number of excused absences from class may be 
granted for compassionate needs ,' attendi ng profess! onal meetings and thfe 
like. These are always for cause; they must be arranged in advance and 
bear the endor'sement of the dean of the college and the chairman of the . 
department. ' V 

D. Vacations ~ By vote of the College Senate*, no faculty member is td be 
excused from meeting the last class before a college vacation or the 
first after a vacation, unless he is ill. 

E. Visi tations ~ When an outside speaker is invited, the faculty member whose 
Class j;ie is to address, or a faculty colleague, should be present to^lntro- 
duce and-ass i St. him as^a matter of academic cojjrtesy. 

fulfilling Public Service Dut-ies . ^^35 

The college or University teacher is a citizen, a member of a learned pro- 
fession, and an officer of an educational institution. When he speaks, or 
writes, as a citi2en,'he should be free from Institutional censorship or 
discipline; but his special position in the community imposes special 
obUgations. As a f^an of learning 'and an educational officer, he should * 
remember that the public may judge his profession and his M-nsti tutioa.by 
his utterances. Hence he should at all times be accurate, should exercise 
• approprj^ate restraint, should show respect for the opinion of otfiers, and 
should make every effort to indicate that he is not an Institutional spokesman. 



Outside Professional Services 

Faculty members m^y undertake outside professional Services as long as these 
obligations do not impair the Instructional, scholarly, and other services 
which they are expected to fuUill for Keene State College. Any service 
undertal<en should be of a nature to sustain the prestige of the college and 
the professional competence of « the faculty member. . ' 

Major obligations must be placed on Vecord ,. i n writing, through the depart- 
ment chairman, with the appropriate dean or oi^er administrative officer 
He shall give his wrPtten approval or disapproval. In casje a faculty member 
Is ifl doubt whether outside obligations might impair his instructional 
scholarly or other services within the. col lege, he is^ected to consult 
with his department chairman and dean. 

Faculty members holding elective office, will have a proportionate reduction 
In pay If they are unable to meet their obligations to the college. 

32 



^ • • . 1. . • -23- ■., ■ 

Office of the Director of Administration , , 3:^9 

This office Is responsible for business manaqement, budgets, contracts, 
administrative records, personnel, af fj rmat ive act ion , col lege Information," 
the computer center, office apd clerical assignments. Institutional research, 
and the bookstore, among other functions assigned by the president. 

Travel -Advance Proc edures and Reimbursement of Expenses ' (see also 7. ■^1^ 3.50 

Permission for travel costing more than $50 must be obtained in advance by 
completing a "Request for Travel Approval." 

Prepare your request in duplicate, have the department chairman or 
appropriate administrator sign for the fiscal responsibility, and file the 
request directly with the Business Office. It will be checked with the 
budget and one copy, approved, will be returned to you. 

Arrange your own transportation by the most economical means available. 
A state car may be used. If available. File "Vehicle Request" at the Work 
Schedule Coorditiator Office, at least ^8 hours In advance. Tourist class air 
fare is permissible*. 

Arrange your own acc^vrmodat ions, requesting minimal rates. Collect 
receipts for public tr|||portation , hotel room, registration fee, and any 
meals in excess of ampPts shown on "Request for Travel Approval" form. . 

Upon return, fill out in duplicate a University of New Hampshire "TraveT 
Expense Voucher" and at.tach all receipts. Have the department chairman or 
appropriate administrator sign approval. File both copies of the "Travel 
Expense Voucher" with the Bus irfess Office. 

Travel costing less than $50 ddJs not need prior approval. 'However, the 
other procedures listed above, apply. ^ . ^ 

Departments wl H be charged 5. cents per mile fdr vehicles seating six 
persons or less and 10 cents per mile for;' those seating more than six 
passengers. If a driver Is furnished, his hours will also be computed and 
charged to the department using the vehicle. ^ . 

College cars have flr^t priority over other formi of transport for 
official business within New England. The college owns an International 
Carryall \}/Ith seats for 18 passengtrs, which Is available for field trips and 
teaiji sports trip? on sufficient notice. In addition, there are several other 
vans, station wagons and passenger vehicles available. 

If a college employee so chooses, or if there Is no vehicle aval I- ' 
able, he may be reimbursed for the use of his private car at the rate 
of 12 cents per mile (July, 197^^/ 

No student automobile Is eligible for reimbursement of expense. No 
student may drive a college car without a valid operator's license, and 
a permanent employee or student employee (on col |.ege payroll, although 
not necessarily while on said trip) must be in the vehicle. 

If the transport Includes more than one vehicle (and the vehicles 
are traveling In a caravan) the one permanent employee may be In on^ 
vehicle, while th,ere must be at least one student employee or permanent 
employee In each of the other vehicles. 

The Intent of this policy Is to use college vehicles to the greatest 
extent possible, and to coordinate their use to result in the least number 
of separate , trips. It Is preferable for college vehicles to be used on 
college business, since the college's riablllty insurance Is better than 
most Individual drivers* liability Insurance.- 
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Petty Cash Reimbursement * v ' . < 

Faculty and staff of fen* choose to use their own money to purchase a small' 
Item, under $25, and receive fmmedl^ate reimbursement by compTetlng a } 
Keene State College petty cash s]^\p. It m'ust be approved by the depart- 
njent chairman, or member of the 90 1 lege 's executive committee. One copy 
should be given to the bur^r and one copy to the Business Office. This 
will assure reimbursement to the bursar's imprest cash account, and proper 
.charging to the correct budget. Any legitimate college expense can be 
reimbursed In this manner (travel, suppl ies, meals , -etc. ) 

Recruitment and. Hospitality. Procedures 

< 

If academic recruitment, advance permission myst be obtained from the Dean 
of the College.^ Arrange lodging at S motel offering a comfprtable room 
at lowest costs. Reservations must be made at least 2^ hours In advance 
ro guarantee minimum rate. 1^1 11 out requisitions and submit to the Dean 
of the College for approval. 

Inform the- candidate to arrange his transportation and obtain receipts, 
then forward receipts to the Business Office. j 

Meals for the candidate must be either charged (at a restaurant which has 
bl 1 1 Ing- arrangements with Keene State Col lege) -or paid for and reimbursed 
through petty cash. No reimbursement Is made for liquor or for family 
members I n- attendance . All regulations and restrictions In regard to 
faculty and staff trav6l also apply to applicants. Fill out a requisition 
and submit It to the Dean of the fo liege for approval. 

For charging meals, you must sign your nanje on the bill and list the 
purpose of the meeting, all staff In attendance, preferably on the front 
of the bill. ^ . 

For hospitality for business guests of the College, follow the procedures* 
In the third and fourth paragraphs above. 

Telephone Expenses — Charging of * ^ 

Departments are assessed a^nthly charge for telephone use. This charge 
varies, depending on the almount of use of the telephone In each department. 
In addition, all toll calls other than the WATS (Wide Area Telephone 
Service) • 1 Ine, are charged directly to each department. Departments receive 
monthly statements which ^also Include a cumulative total for the year. 
Phones may only rarely be used for persona? business. >\ny personal toll 
charges will be reimbursed to the College. 
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SALARIES AND BENE FITS ' 

Faculty members at Keene State College receive payment through annual 
contraet with the UnlversT-Vof New Hampshire. Renewal contracts are 
usually sent to faculty members by the end of the sefond semester. 'They 
may, however, be delayed In legislative years, until formal appropria- . 
t Ion of the operatfng budget. - 

Special efforts during the past Several blennlums have been directed 
toward development of a salary scale 'that will cbmpare favorably with 
other state colleges. .The AAUP report shows KSC salarltys between the 
20th and 50tlr percent I les. 

.Increases „ - * 

Continuing efforts are being made to raise the competitive level of • 
faculty salaries. The percentage Increase, of course ."varies from year 
to^year. Salary Increases are normal ly. aval lable under three categories: 

Nomal Adj ustment Increases — These are In recognition of good, 

effective service by the faculty member. This requires a positive 

recommendation Initiated by the department chairman. 
e. MerltK^lncreases — These recognize special excellence of service. 

This requires a specific, recommendation by the department chairman. 
^' Cost-of-LlvInq Increases These are faculty-wide and based on 

uniform application of percentage guidelines. 

Pay Periods - ' » 

— ' ? 4.20 

Keene State Cj^llege pays by University of New Hampshire check. Issued 
directly to the faculty member every second Friday at the Business 
Office on the ground floor of FIske Hall, Winchester Street entrance. , 
If a faculty member wishes, the* departmental secretary will pick-up the 
check. There Is an automatic Jbank deposit system aval lab Ve. 

Faculty members are usually on a ten-month (or "academic year") 
contra.ct. Salary disbursements are on a 26-payment basis. Faculty previously 
on a 20-payraent schedule may elect to change to a 26-payment schedule.^ 



Payroll Deductions 

Mandatory deductions are made for withholding of federal Income taxes 
and social security. 

Voluntary deductions cover Blue Cross-Blue Shield, various group 
Insurances, credit union repayments and savings depoislts, and retirement; 
among other Items. « * 
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l*elrsonal Data Record ' 

^ach faculty member Is responklble for providing the Business Offt-ce 
id maintaining up to date) :he following : 
W^j form for federal Incomd tik 
Deduction ^author I zat Ion f<r (where applicable): 

1. TIAA-CREF Retirement end flAA Collective Life 

2. John Hancock Life Insdr'ance and Major Medical 



3. 



Blue Cross-Blue Shield' Insurance 



Disability Income Protect 



Addreiss changes should be re 
statements are not delayed. 

Life Insurance Programs 



Insurance 
Insurance 



on .Insurance 



po^tejJ so that federal In^me tax withholding: 



TIAA Collective Life Insurance -.1 The college provides through the 
university a program of decreaslrtg term life Insurance under a con- 
tract with the Teachers InsurancJ and Annuity Association of America. 
This Insurance comes In "units" Costing $12.00 per year. .The 
University purchases, the first uAlt and the faculty member Is required 
to pijrchase one additional unit./ Premiums are met by payroll deduction. 
Benefits vary according to.age, /as In the per unit example below. 
These figures should be multipl ied by the number of units" held. 



Age 
20 

i»0 

50 
60 



Guaranteed 
Benefit (1972) 

$6,330 ' 
5,330 
3,0i»0 
1,220* 
510 



Benefits Including dividend frequently double the guaranteed benefit. 



All staff members may participate In a life Insurance program, i the basic 
provisions of which are as foUows: ^ 
' A. Provide life Insurance In an amount eaual to oiPand one-half times 

annual salary to the next lower $100.^ 
B. Include accidental death and dismemberment Insurance In an amount 

equal to your life Insurance. (Thus, In the event of accidental 

death the total benefit to your estate Is three times salary.). 

Accidental death and dismemberment Insurance provides for payment 
of the full amount of Insurance for loss of life as a result of -an 
accident or for loss of two limbs or the sight of both eyes. Fifty 
percent of the face amount Is paid In the event of an accident that 
results In the loss of a limb or the loss of the sight of one eye. This 
/ P/'QtPctlon Is being provided on a,2'»-hour basis (buslnisss and non-bus I ness) , 
so that In the event of an accidental death- In the course of travel, 
there will be no question as to whether or not the decedent was on 
university business. 
• ' ^ 
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Annual Salary 
Less than $6,959 
7,000 - '9 ,-999 

TO, 000 - 1i»,999 
15,000 - Over' 



Monthly Cost 
Per $1,000 of 
Life Insurance 
$.30 

.55 
.60 



Any^ information concerning Insurance offerings and coverage should be 
directed to th« BuSThess Office. 



Med i c« 1 I n'su ranee 



Blue Cross-Blue Shield New Hampshire-Vernxsnt Hospitalization Medical 
insurance programs are available to faculty. The college pays one-half 
the individual cost for the Employee only. Blue Cross, Pl^an B, 'provides 
full cost of ^ semi-private room. 

John Hancock Major M edical l-nsurance . The college provides no-cost 
coverage .to the employee, but only when he Is enrolled in the Hancock 
life Insurance policy progr'am. T+iis major medical coverage has the 
following conditions: 

A. For those not enrol led i n the col lege's Blue-Cross-Blue Shield 
group, major medical pays 80 percent of expenses*over $500, -to a 
maximum of $100,000. 

^' those enrol led in the abo>>e group, major medical pays 80 per 

cent of expenses over $100 (after felue Cross-^lue Shield benefits 
have been paid) to a maximum of $100,000. 

Major medical coverage, for dependents of faculty members is available 
at extra cost to the employee. 

DisabiHty Insurance 

. The college offers, through TIAA and the university, an Insurance plan to 
-^protect against totaU long-term disability. The cost to faculty and staff.. 
^ Is $2 per thousand dollars of annual salary, with the payroll deducted 
premiums spaced throughout the year. . ' 

Benefits start after six consecutive months of total disability (with 
. a few exceptions such as war and sal f-Inf 1 Icted Injuries) and continue to 
agd 65. The plan provides a monthly payment which, including benefits 
from governmental and university insurance programs, equals 60 percent of 
covered monthly sa^lary, but not more than $10,000. A waiver benefit ensures 
that tlie TIAA-CREF retirement plan premium will continue to be paid and 
. accumulate unti l I t comes into 'use at age 65. 

; Retirement B enefits ^ ' 

In'thc TIAA-CREF Retirement Plan, the university and the faculty member 
each contribute 5 percent of salary up to the Social Security base i 
(cui:rent1y $13,200). On amounts exceeding the Social Security base, the 
university contributes 10 percent and-the faculty member 7 percent. 
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At the option of the faculty member, up to 100%^of the total contribu- 
tion may be placed in'^the College Retirement Equities Fund (CREF), 



Another option a deferred paVment plan, under which a faculty member, 

for. tax purposes^ may elect a reduction of salary equal to the university 

contribution. The university then pays the entire contribution, allowing 

the faculty member to defer tax |!>ayment on It until retirement, Infoj^ma- 

tl6n on al ternat i^^es may be. obtained at the Business Office, ^ 

New employees may enter the TIAA-CREF pr^ogram at the outset of tbeir 
service. Those who do not join rtust, after, two years, slgn^a waiver of 
any claim on the University for retl rement.benef I ts. ^ ' JS ' 

All employees of the college are enrolled in the Social Security (FICA) 
program at its current rate, • 

Explanation and Assistance 

The Business Office or the director of administration Is ready to assist 
In a1I. matters of 1 nsurancfiiafnd retirement, 

CredLt Union , . 

" •■. 
The New Hampshire State Employees Federal Oedi t Union, headquartered * 
In Concord, offers a variety of savings and loan programs for faculty and 
staff' personnel , Information about the credit union may be obtaln^iid 
from the Business* Of flee, ^ / . 
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Half-tultlon within the University System of* New Hampshire is extended to • 
Immediate members of faculty families, A faculty member, however, may- not 
ordinarily include an immediate relative In his classes,. 

Faculty and staff and their dependents may take courses for audit for 
one-fourth the regular charge (or one-half of the half-tuition). 

Other benefits include admission (upon presentation of ID card) to regularly 
scheduled college-sponsored events such as concerts and lectures and athletic- 
events, ^and use of the various facTllltles within Spaulding Gymnasium Includ- 
ing, ^lien available, the swimming pool ,/ basket bal 1 court and handball and 
squash courts. ^ 

A bookstore discpunt is extended to the families of faculty and staff. It 
permits a 15 per cent discount on all cash items, except textbooks and 
those items previously discounted. There is no discount for charged items. 
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Keene State College and the community offer to .faculty and their 
families vajJpus facintles. Some are campufe Services, others 
ar^ in cooperation with the community, and still others arernon-/ 
college, open to all residents.' The Newcomefr's Guide, an aid to 
new faculty members; families, pub 1 i shed occasionally by the 
Keene State College Distaff Club, is available at the College'' 
InformatTon Office, It contains 'comrnunlty facts and maps^ and 
a directory of I nformation^ sources on subjetts from* adult educa- 
tion to zoning* 

L-lbrary Services ^ 

The hours of the, Wallace E. Mason Library /are as follows; 



< Monday - Thursday * 8:00 a. mi to 11:00 p.m. 

^ Friday ■ 8:00 a,rW. to 5:00 p.m. 

Saturday ^ ' 9:00 a. rrj. to ^:00 p.m. 

Sunday 2:00 p. rti. to M :00 p.m. 

The Library hours are extended during exam periods and will be 
posted at. those times. . '\ 

The card-catalog »ls "divided Ihto t;wo sections, with t(je subjects 
being filed separately from the authors and titles. 

All materials circulate for four weeks wltji the exception of 
periodicals, bound and unbound, which do not leave the library. 

Faculty members are given automat'ic term loans, although these 
are subject to recall If requested by another patron. At the 
^ end of each semester, a list of books ^charged to your name will 
be sent to you and you ar^ very strongly urged to r.eturn all of 
them tjiat you are not using so' th^t' other faculty niejnbers jas well 
^ as students will have an ppportuni ty to use them. 

Faculty withdrawal^ Is by courtesy of recognition; students must 
, ^ present ID cards. New. faculty members may be asked to Identify 
themselves. . • 

Reserve book Hstlngs are of three kinds: overnight, three-days, 
and one-week. Overnight reserve book^ are used In the-llbrary until 
one-half hour before closing time; thcl others may be borrowed as 
Indicated, Overnight reserve books afrfe due when the library opens' 
the next day. Three-day and one-week loans are due at any tlme^on 
thfe expiration date. 

Faculty placing books on res/erve are expected to present a com- 
iplete bibliography on the library form at least ^8 4iours before 
assigning the books to the class. 
, Forrms are available at the library and the name of the course and 

^ 'the kind of reserve should be clearly Indicated. Faculty members • 
are asked to make sure books are removed from reserve when they are 
'no longer needed. They are automatically removed at the end of each 
semester, unless specifically requested for the following one. 
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The cooperation of faculty members is needed to *i nsure<> thaf- the 
><Iibrary Is kept up to -date in the various subjects, Tlie .1 1 brary 
* provides request forms for book .purchases j these may be obta{r\^ 
from yoqr department chairman, : * . • ' ^ . 

During the I971-'72 school year, installation was completed gn 
the Information Retrieval System (IRS), with a'^^core unit and 
retrieval carrels located In the library,* plus a'^numb^r of remote- 
retrieval ,s I tes IrVj 'dormitories and classroom buljdlwgs 'throu^fiou't 
the campus, Jhe I RS allows ihe r^etrleval of numenpt^ tape-recorded, 
vldeo-tape-recorde(^ , *B I sc- recorded, and other progr^s An Sj^conds 
^from any of the' retr lev^J sites. While the full fmpa^ct oT the IRS' 
on pur educational system will not be. realized for some tittiej the 
uses of the IRS are many and- diverse, . Faculty and students should ' 
feel free to discuss Ideas for utilization of this sophisticated 
. equipment:. In their spe^clallzed fields. . 
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Information Retrieval System '^l V „ 5.10 

Located In the second floor of Mason Library, the iRS Is/designed to 
complenfe/it the teaching program at'the College.. FacStl ty members " . . 

and ^^ttidenrtS; help .^^^ make It a usable system'by thei r requests^ ^ 
The 'i^ifarmaffo^nno bc^^ retrieved Is pi on audio tape, video t?pe, * 
or Is fed 1 1 ve f rom te lev I s Ion receivers ^bd from the" Production - 
Studies .|n the basemjpixt *of Parker HaJT, ' * ' . * . ' 

'More Ihan. 1O0 *vfdeo -^ape programs are avafil able, and more than : ■ ' ^ 

1 ,500 audio tap^ tracks are stored In the IRS f I le-^ These are 

Usted In booklets at the cl rculatlon^desk in Mason Library and ^ \ 

at'the desks In each of the dormitories. Each ^dormltbry^ has -1 1 steni ng 
arfeas. A numb?r of classrooms a r'e t|.ed Into the IRS Corjtrdl Center. ' 

* These classrooms are located in Butterfleld,:AdSms, Morrison, Parker^ 
Blake,* Spaulding, and the Science Center, » . , , ' 

Faculty members a r^, encouraged to consult with thci IRS personnel 
for instruction th the u^e of the sy-stem and for any requests that 
they may have. ^ 

Media Services Center ^ n ' * '^'5.11 

. . - ' \" 1 • * : ' ' . ' ♦ ' ' ' 

The Media Serv4 ces'X^nter, firesently' located on* the ground floor of Parker '4 
' Hal 1 , -Room 9, wl^ll b^mQv^lng during 1975 , to the second floor,. Rorth win^ 
^of Elliot Hall, it' rs-sji^affed betweisn the:hourS of 8 a%m., and ^#:30 p.m. ^ V- , 
' The following equi pment , ' nmi t,ed in number, is aval Ipble for classroom 
use: Movie projectbrs tlSmnj) , overhead projectors, si ide projectors, 
projiict ion tables', record players, vtdjao tape eqylpij^nt, filmstrip - 
projectors, opaque projectors, portable screeij^i , .tape recorders, s0u;id 
equipment and other special equtpmqnt. ^^ ^ . 

^ f ' * ' VCi , 

* A selectVjron of film-strips and l6mm films is fIJedJn the center. The " 
collection 6fv2" X 2*' art sljdes l,s In the possession of the ^rt depart- 
ment. ' * . , * • • 

Recorded tapes^canibe made or copied and a ta^e^l lbr^y is in-, the 

♦ process of development. Faculty members who h^^i^^felal tapes that coul-d 
be cop^ied are requested to mal<e these aval lab^^e'I'^ 
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Requests ^or equipment should be filed at the MS center ^8 hours 
In advance of requested del ivery. Return respons! bi U tV' rests^with the 
borrower. . 

For use upon short notice, a fnovie projector, an opaque projector, 
and a record player, with projection table and portable screen, are 
kept In the Education Office^, in Alumni House. These will be signed 
out wl th the secretary in that. of flee. 

There Is a movie projector- In the booth of Room 101 In the Science 
Center. The Media Services Center will arrange for a projectionist 
• upon notice of ^8 hours. ^ 

.../-Film ordering; AJJ films ordered on a charge basis are arranged 
rtfhrough the Media Services Center. BMVings for the use of the films 
are sent to the business office by the distributor, These are for- 
warded to the secretary, who signs approval for payment after ^checking \ 
the dates' of use.* It Is Important that all charge films be ordered 
% In this manner, as payment may be denied I f no knowledge of the request 

is on fMe. Film catalogs are also aval lable In thi3 office to faculty 
members. * ^ 

Special set-ups for departments using multi-media Instruction or 
public addres-s ^systems require three days notice at the. audlo-vlsjual 
center. Student projectionists are provided for those who need them' 
whenever feasible. Faculty ^members are urged tp pce^_thin,k ^e1 r needs 
rather than chance'a breakdown or damage to valuables-equipment. 

Other services offered Include limited camera work, 35mm and pola- V: 
rold; work space and materials for faculty members Interested: Vn-mak- 
ing their own transparencies, and the preparation of Technifax (black 
and white) and The rmof ax copies and projection overlays. 

Preyiewing of films and f i Imstri ps^ I s accommodated In the vieyving 
room o^f the Media Service^ Center. 

Departments authorlzedoto purchase audio-visual equipment are, ex- 
pected to ensure that replacement parts are stocked by the Media Services 
Center. * v . 

Col lege Bookstore 

Located on Appiar\ Way In fhe Lloyd P. Young Student Union Bui 1 ding , the KSC 
Bookstore serves as a vendor for 'al 1 instruct ional materials on campus. In 
addltil^ it offers a wide variety of other books; particularly paperbacks; 
stationery; art supplies; clothIn§; novelties; and various pthetv; items ^ 
common to campus stores. ^ V 

Faculty members and their families receive a 15 percent discount on ""Itfi?-^ . 
merchandise other^thara textbooks. Charge .accounts are not subject to di"^^^"^ 
count. The store will ord[er Individual copies of any book sought by a 
faculty members. ^ ^ r 

The bookstore is dependent upon profit for its existence, thus all 
Tnst ruct lonal materials.- textbooks , equipment, collateral re/erences and 
the l ike - are sold exclusjyely through the bodkstore, and no «f acuity mem- 
ber, student or staff employee is authorized to sell such materials.^ 

Special ^arrangements should' be made with the manager of the J<eene State 
College bookstore for the preparation and'sale of syllabi and other materials 
not avallablfj through the usual trade channels. 

Desk copies may be obtained directly from the publishers. Order forms 
are obtainable at the bookstore. 

The bookstore hours are fl.'3b a.m. to ^:30 p.m. Monday through^Frlday. 

'..„ 



Reading Development Laboratory / 

- ■ ■ • • ' ■. * ' * • .• '.; / ■ 

The Reading Development Laboratory Terves students who wish to Improvfe ; 
both their reading rate and their organization bf rieading material 
for better retention and comprehension^ Each participant receives 20 
hours of Instruction. The course carries one. credl t, on an optional 
basis. Faculty and their families are accommodated on a space available 
basis. The Lab is located in the basement of Fiske HaTl and will soo/i ' 
be moving to El 1 lot Hal 1 . , 
* ■' . ' - 

Child Development Center ' . , ■ 

The Chi Id Development Center, a day-care faci l ity^ is located on the 
ground floor* of the South Wing, Elliot Hall. It Is open, on a fee basis, 
to c,hi Idren of students , faculty'and staff, and the' community in the 
general age range of 3 to 5 on a half-day and ful 1 -day basis from 8 a.m. 
to 5 p.m. weekdays during the academic year. 

Testing Center 

The Testing Center is located In the basement of Cheshire House, and 
,wlll be moving to Elliot Hall. It provides Individual and group testing 
services ^ to students. Interest, personality, aptitude and achievement 
testing Is offered on both referral and. waTk-in basis. in Addition, 
test scoring services are available to faculty On request. 

Thome Art Gallery 

This handsome wing of the llBrrary building prpvi der art exhi bl ts through- . 
^ out the year. The Thorne Gal lery mounts thr^e'or more major exbibitions 
each semester, remaining open 'durincf' the summer months.- A Director is: 
appoiYited by the College'and Is aided by the Thorne Art Gal lery Advisory 
Committee, which includes members prominent in the wor^ld of New Hampshire- 
art and art education.' ''The Friends^ of the Thorne Art Gallery!' Is an 
organization for persons interested In ericoura^ihg art throughout the , 
Monadnock Reg ron and* pfays^ a very supportive role in assisting in the work 
of the Thorne ^Arjt Gallery. 

Computer Center " 

The Computer Cehter . Is located in the Computer Science building adjacent 
tq, the Science Center. It contains an IBM System 3 computer used for 
administrative fi#hct Ions and Instruction and. research*^ Two teletype 
terminals are currently connected- to the University of New Hampshire's 
larger computer for special problems. A remote entry to UNH was' Installed 
In September 197^. ;r V . ^ 

College System for Grant Proposals ' - 

* . . *. ■ 

The assistant dean for career studies has been assigned, in addition to 
his other duties, the task of surveying as many sources of prospectivfB 
financtal support as possible for various grant proposals. 
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Any staff' member uncertain. a§ to possible sdurces pf financial support 
for various Ideas and projects may contact him. ' ; 

Assistance In completing'grant proposal forms is provided by the - 
assistant dean and the director of administration. Their offices can 
'provide specific institutional data enrollment, minority counts, 
^tudent- faculty ratios, numbers of faculty by rank, etc. required 
in most grant proposals. In addition, no proposal that contains a 
financial responsibility statement, or commitment of institutional 
resources, may be made without the signature of the director of adminis- 
tration. Finally, the director of administration's office provides, the 
civil rights compi i ance cert i f i cate number required on all federal grant 
proposals. . " , 

In brief, the assistant dean tor career studies helps Identify 
sources of support for various types of ideas and kinds of projects, 
whereas the director of admj ni st rat ion aids in providing standard data 
Inputs and official certification. 

Hous Ing « 

^ t 
Several admlni'istrative offices will assist neW faculty to locate homes, 

although the ccjljege does not undertake^ to" provide housing for faculty 

members. 

A list of requirements may be sent in advance. to t.he dean'^s office. 
There it is mTmeographed and circulated to real estate agents in and 
around Kfifene. The- Campus Housing Office also collects Information about 
available apartments and houses, and It will. provide leads to. those who 
Inquire. In ahy event, the fafulty member must then assume responsi- 
bility for the negotiations. ^ 

Food Service. v 



Meals are available to faculty members and their immediate families at 
the. Keene State College Dining Commons. Service is cafeteria style by 
the ARA-Slater Corporation. Students require meal tickets but faculty 
pay by the 4neal . There is a private dining room for faculty and staff, 
but fac\jl ty (Tiembers are encouraged to join the students in the main cafe- 
teria. 

Meal hours are^ Breakfast 7:00 - 8:30 a.m. 

-Luncheon 11:15 " 1:15 p.m. 

.. , Dinner k:30 - 6:15 p.m. 

Heal th Service 

Keene State College maintains a health service program primarily for the 
beneflt^of students. A full-time physician and five nurses provides 2^- 
hour care in the tnf Irmary, , while the facilities of Cheshire Hospital 
are avalMble for more serious cases. Emergency care is provided at the 
Infirmary for ahy faculty or staff member. , 
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- Parking Faci lltles 

Because of the rapid expansion of the coUege and the large number of 
commuting.studer^ts, parking space for automobi les must be efficiently* 
used. For this reason, strict adherence to the parking regulations is • 
. requested of faculty, staff and students. The college has provided space 
to accormiodate several hundred cars. Limited city parking is available 
along Main Street. t Care must be used; however, to par1< only in legally 
des ignated areas of city streets. ' 

The col lege issues lettered parking stickers' for a fee of $5.00 (per 
annum. for faculty and staff; per semester for students) . Vehicles may 
,be parked only in designated lots. Ca'rs wi th no authorization or the 
wrong st i cker wi 1 1 be towed away at the owner's expense. 

Faculty having authorized vehicles may park in the library lot at Hyde 
Street and Appian Way, and the central lot next to the gymnasium. Un- 
authorized vehicles parked in the faculty areas should be reported to 
the Security Office (Ext. 257) In the Heating Plant. (See Parking Regula- 
tions, Appendix IV) . 

Faculty Identification Card 

* A,, wa I let-sized Identification card, similar to those required for stu- 
dents, ;ls available for faculty members. It may be used for^dent I f lea- 

ntion purposes on campus and In the community, but I s not requ I red f or the 
ordinary concerns of* College operations. Identification cards may be 
obtained from the Director of the L.P. Young Studient Union. 

Col lege PI rectory 

Each year a directory is published by the College cpntaining the names vof 
the faculty, the! r t i t les and Col le^e addresses; a listing of the offi- 
cers of the administration; and students* names, home and campus addresses, 
classes and curricula* / ♦ 

Telephone Exchange (603-352-1909) 

The College telephone system operates through a switchboard in the Busi- 
•ness Offlc6. During the academic year the switchboard is open from 
8 a.m. to 9 p.m. daily. After 9 p.m. and on weekends, the telephone ser- 
vice is handled by the infirmary. A Co I lege d I rectory lists all campus 
telephones and these numbers may be dialed d I rect ly without operator 
ass Istance. 

Incoming cal Is are relayed by the switchboard operator to the proper 
extension, ^o transfer an incoming call to another extension, alternately 
depress iahd release the receiver button several times; the operator then* 
transfers your call 'to the requey<1:ed "extension. ^ 

Local outgoing calls IncI ud I ng cal I s to Alstead, Ashuelot, Chesterfield, 
Dubl in, Fl tzwl 1 1 lam, Harrisvi lle, LangdCjn,^ Marlborough, Marlow, Munson- 
vllle, Spofford, Sul 1 1 van, Troy , Walpole\ Westmoreland and Winchester may 
be made by dialing 9f waiting for dial tone, and then dialing all 7 digits 
of the listed number. 
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Wlthln-state toll calls shduld be placed via .the Wats LIn&, Dial the 
campus operator and ask for a Wats Line. When you heara dial tone, 
.dtal 1, and the 7 dlglts^f the listed .number. 

Out- of*-s,tate.cal Is must be passed to the carppus operator before you can 
dial them. Please give her the number you are calling and your name. Long 
distance calls cannot proceed when the switchboard operator Is not on-duty. 

Collect c alls, credit card calls, btlUng to your own hom6 number must 
also be made through the campus operator; she In turn will give you the 
outside operator. Such calls cannot proceed when the switchboard operator 
Is not on duty. 

Mai 1 Del I very ^ . g 

U.S. Mail Is delivered each morning to the mai 1 room located on the ground 
floor in FIske Hall. It is then sorted Into departmental mailboxes until 
It Is ready to be delivered by a student mall carrier. All Interoffice 
memoranda as well as U.S. Mall are included in this delivery. 

Student mall Is also delivered to the mallroom, where it Is rer6uted to 
various dorms and organizations. All staff including administration, 
faculty and non-exempt employees receive their mail here* The mallroom 
will be moving to Elliot Hall In 1975. 

All outgoing mall Is processed in the afternoon for collection by the 
Postal Service in early evening. There Is also a collection box located 
beside HalcBuMdIng for your convenience. A schedule of hours Is posted. 
on the box. U.S. Mall is for official mall only and not for personal con- 
venience. ' 

Depa rtmenta 1 Secretar I es 5^ 

Secretaries are provided In all departments (Including shared services for * ' 
smaller departmental duties). 

Typing, duplication of examination copies, dictation of official 
correspondence, ass i stance wl th grants, typing of dlssertatl^ and 
scholarly papers, and phone attendance are among the servi-ces provided. 
Work time will be allocated by the department chairmen In accordance 
with the needs of the department. 

Dittoed and Mimeographed Material 5 ^ 

Ditto and mimeographic material, when prepared by the secretarial staff, 
require ad^^mate lead tlmie. Two Xerox machines with departmental keys 
are aval Vable\ 
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A Gestefax machine which can creafe mimeograph stencils from direct Xerox 
copies of books and magazines is available in Hale Building. A Flexo- 
writer for mass producing- individual lettersjbr documents Is^ in Alumni 
House, Several high-spee<l printing processed are avallabTe on campus, 

NOTE: Students are not allowed the use of the machines or materials on 
campus, except that a di ttp- machine is available for their use 
at the Student Union, Arrangements for Its use are to be made 
with the Studemf Activities secretary. Students must provide 
their. own ditto masters and paper, both of which are available 
at the Campus Bookstore, Students can make copies at the 
Library, ^ 

Work Room 10^, Science Center 5 j2 

A work room \fi located in Room ]0k, Science Center, for use of the faculty 
and departmental secretaries who do not have dupl icating and mimeograph 
equipment. This room has two mimeograph machines, one Gestetner and one 
A. B. Dicic, two duplicating machines, one power and one manual, a collator 
which will handle six pages of collation at one time, an electric stapler, 
and a Thermofax machine. There is also a paper shredder for destroying 
extra copies of examinations oTconf ident ial materials. 

There are over 1,000 stencils on file under a nurnberlng system. In many 
cases it is only necessary for a member of the faculty, or a secretary, 
to make a telephone call, indicating the number of stencil to be reproduced 
and the quantity. The secretary in the work room will then arrange for 
this service. 

NOTE: Students are not allowed the use of the machines in the work room. 



Graduate Assistants 

Graduate assistants are provided to departments on the basis of instructional 
requirements, budgetary considerations, and student availability. Department 
chairmen requesting the services of graduate assistants are expected to file 
the related Justification four months in advance of the date of appointment. 

Graduate assistants are appointed for the academic year onfy. To be 
eligible for employment, the student must be matriculated in the Keene 
State College graduate program. Since these appointments require half-time 
work, graduate assistants are limited to enrollment in two courses per 
semester. The graduate assistant receives an annual stipend of $2,^*00, plus 
exemption fr,om tuition charges. The registration fee and all non-academic 
fees, such as the Student Union fee and the Student Activity and Health fees, 
are obligations of the appointees. 

Teaching and other assignments are defined by the department chairm^rf, 
and graduate assistants are expected to render the equivalent of six credit 
hours of instructional service. There are vari<jus types of assignments, 
including supervision of laboratories. 
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Stgdent Assistants . » ^ 2»t 

Application forms for requesting student help may be obtained from the ' " 
department chairman at the start of each semester. Requests should state 
the hours preferred and the name of the student. W^er conferring with 
the Financial, Aid office, the department chairman will notify the faculty 
member how much time has beert approved. 

No student wl 1 1 be put to .work until after budgetary clearance by the 
director of administration. Where possible, student hel pers. should be 
selected from among those eligible for Federal Work-Study assistance, 
although limited state funds alsd are budgeted. The financial aids officer 
will explain the requirements for federal assistance and Identify students " 
seeking part-time employoient. 



Press Releases 

The various news media seeking campus Information are highly competitive. 
Two radio stations and two daily newspapers actively sol icit college 
news here. Others check the campus occasional ly on spec I f I c' stories . " 

To Insure fair and accurate reporting of newsworthy events, the 
College maintains a College Information Office. Faculty members are 
expected to release all off-campus news about the college - classes, 
-departments, grants, research, personnel, or activities - through this 
office. * 

The undergraduate newspaper and the student radio stat^on cooperate 
with the College Information Office. Although The Equinox and WKNH have 
no direct off-campus sale, news flows each way — directly to and from 
the College Information Office. Student reporters seeking news should 
be received with mature assessment of the purposes and likely effect of 
the; Inquiry. A reminder to the student to i/ndertake cross-checking with 
the College Information Office Is advisable. 

A faculty and^itaff Memo from the President Is published perlpdlcally 
by the College Informat lonOff Ice. \ 
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Recreational Athletics 



5.51 



The College's phyislcal education bul Idlng provides locker-equipped 
areas for men. and women faculty. 

A handball court, a squash court and the use of 'the gymnasium floor for 
volleyball, badminton and other sports may be arranged with the Depart- 
ment of Physical Education at times when classes and team sports are not 
using them. /A regulation size (75J x A^') swiming pool, with ]^ and 
3-meter dlvFng boards, Is also available during designated recreational 
periods. , 

«■ 

Science Center g g2 

» . . • ■ 

The Science Center on Applan Way contains a planetarium on the fourth 
floor, a photographic darkroom for the science department, a ful ly equipped, 
climate-controlled animal room, a rooftop greenhouse and two auditoriums. 
Other special facilities Include experimental laboratories for psycholpgy 
and the natural, sciences and a machine computation room for mathematics. 

Faculty Lounge . 5.53 

A lounge Is located on the first floor of the Science Center (Room 107). 
It contains stove-ref rigerator-sink units, dishes and silverware, com- 
fortable chairs and counches. Phone service Is available through the 
College switchboard. 
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ASSOCIATIONS AND ORG ANIZATIONS " * . - 

Faculty Association < 5 6t 

The Keene State College Faculty Association has been recognized by the Soard 
of Trustees as the voice of tht- College faculty (UNH Trustees Manual, Sec. 19). 
Membership Is automatic for all persons of faculty rank-. 

_ Currently the Association st-rves primarily as a forum for- faculty opinion. 

The faculty may charge the Association with the selection of ad hoc com- ' 
^ inlttees to Investigate specific, issues affecting faculty welfare. Any . 
i forthcoming recommendations will be forwarded to the approprtate Senate 

committees., College committee, or administrative office, v ^ . 

AAUP - American Association of University P^rofessors 5.I3 



The American Association of University Professors (AAUP) maintains ""a chapter 
at Ke6ne State College. The national organization Is dedicated to a shared 
, responsibility by faculty and administration for the well-being of higher 
educational institutions. Four major areas of concern are: economic 
status, academic freedom, professional ethics, and responsibilities. All ^ 
teaching and research facujty are eligible for membership. 

AHE - Association for Higher Education 5. 6^1 

Membership in the Association for Higher Education (AHE) is automatic for 
college faculty members having membership in the National Education Associa- 
tion (NEA). Members receive the semi-monthly AHE College and University 
Bulletin, and if desired the yearbook. Issues in Higher EducatioFT : — TKe 
latt«ir reports the work of the National Conferepce on Higher Education 
held annually in Chicago. 

' jlHEA - New Hampshire Educat-inn Assort at- inn ^ 

Membership In the New Hampshire Education Association (NHEA) is open to all 
^members of the t6achlng profession in the state. An annual convention is 
/held in October, and the association maintains a strong public Information 
program. The NHEA Is a state affiliate of the National Education Associa- 
tion, and the NEA Journal is sent to all members. 



Alumni Associ atlon 

The Keene State College Alumni^ Association Is open to all graduates-. Including 
those who receive graduate degrees, and to College f acul ty and admi n istra- 
tion. The Association maintains, contact with more than 7,500 KSC graduates. 
Its leadership includes an elected alumni trustee on the Board of Trustees 
of the University System of New Hampshire, an elected alumni Board of Dir- 
ectors of 18 members, and the Alumni executive secretary. 

The Alumni Association promotes the welfare of the College and its alumni, 
and the extension of a mutually profitable relationship between them. The 
alumni participate In programs to encourage qual I f led high school students 
to attend KSC; to acquaint legislators and the public with the needs of 
the College; arid to promote annual giving to the KSC Fund. The Alumni Office 
will be located in the historic original section of Elliot Hall. 
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All major College coirmittees have alumnt representatives who* part 1 clpate in 
the* formation of policy and program. Communication between alumni, and the 
College is pr6vided by the Alumni newspaper. Graduates return to the 
campus for alumni reunion each May. Area groups located away from the 
campus arrange foi** dinner and social gatijerings durfng the year. 



Distaff Club 



This organization of women fatuity and wives of faculty and administration 
meml^rs endeavors to develop 'social contacts and promote friendship. eBus- 
iness meetings are held throughout the, year, interest groups are sponsored, 
social gatherings for all faculty are held, and the club participates 
in cocnmunity service projects. 
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By ancient tradTtiOn, a faculty 'Is' the prime source of di rection 
for higher learning, Th# guidance to those who teach I's crucial 
to the decisions of what shall be taught and how to teac^lt. 
Keene State College's progress depends upon the involvement of 
all members of the faculty, not only in teaching but in the 
governing of the College. 

Faculty-Student Board of Trustees Observers 

Faculty members and students, elected by the College Senate, 
serve annually as observers to the University System Board of 
trustees. Faculty observers are assigned to the general board 
and to its Educational Policy, Personnel, ^nd Student Affairs 
Committees. Student observers are assigned to the general 
board and to its Educational Policy and Student A'ffairs com- 
mittees. None of the observers are required to be members of 
• the College Senate. ^ 

Col lege Senate - 

The Keene State College Senate Is the legislative body, of the - 
college (By-laws', Appendix II). Under the leadership of the 
college president, it has legislative Jurisdiction over educa- 
tional policy and program, and student activities, subject to the 
approval of the Board of Trustees (UNH Trustees^ Bylaws: IV, 
B-3,^). 

The membership includes the president of the College, Who prjisides; 
the dean of the College, the ciirector of administration, the dean 
of student affairs, the librarian; the president of the student -body, 
fifteen students chosen by the student bo'dy, and twelve -faculty mem- 
bers elected at-1arge, knd one faculty member from each department. 

§ 

Election of the at-large facul ty membe.rs i s for three years, with 
one^thlrd elected each May; election of the departmental repre- 
sentatives and the students Is for one year only. (The list of 
voting departments will be found in Article VIII, Appendix II)* 

^ The. Col lege Senate meets once each month during the academic year, 
Sqch meetings are attended by each^ member of the Senate unless 
excused by the secretary. Special meetings may be called at any 
time by the president, or by a majority of the Senate members. Due 
notice shall be given to all members. 

The College Senate maintains five standing committees, whose actions 
are subject to the approval of the parent body. These committees 
are: 
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1. Executive Committee : This committee consists of the president 
of the College^ who presides; four members elected by the 

. Senate; and the Senate president and secretary, as 4ion-votIhg 
observers. All other standing and ad hoc committees of the 
Senate are appointed by the president with the ^advice and con- 
sent of the Executive Committee. It aisp ser^ves to establish 
executive continuity between meetings of the Col lege Senate. 

2. Admissions and Standards Committee : This committee fs "con- ' 
cerned with entrance standards and scholarship requirements. 
It recommends the grades requisite for honors , warnings , pro- 
bation, and exclusion, and may review records of student 
performance. It also determines eligibility of candidates for 
deg rees . - 

^ 3. Curriculum Committee : This conmlttee deals with matters of 
educational policy, subject matter, method of Instruction, 
facilities, and research. * It works w-lth the^ dean of the 
college ahd departments. 

College Welfare Committee : This committee Investigates matters 
dpallng with t\\e economic welfare and general working conditions 
of the faculty. It may IrHtiate action dr receive suggestions 
from any source. 

5. Student Affairs Committee ; This committee formulates policy 
for non-athletic student affairs and organizations and approves 
constitutions, bylaws, and programs In cooperation with the dean 
of student affal rS. 

wThe Graduate Council presents all graduate matters directly to* the 
.Col lege Senate. . 

The office of the College Senate secretary Is located on the first / 
floor of Hale Building. Materials relevant to College Senate business 
can be reproduced by this office If four to five days are given In 
advance of the distribution deadline. 

Whenever possible, the College Senate secretary Is given a one-course 
reduction In workload to assist the secretary In effectuating the 
duties of this office. 

Administrative Executive Committee ^ 

The KrSC Admfrtlstrative Executive Committee serves as an advisory 
group to the president of the Cc^llege on all matters pertaining to 
the administrative and operational affairs of the College. Membership 
Includes the president as chairman, the dean of the College, the . 
director of administration, the dean of student affairs, and the 
director of physical plant development. 
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^ , Academic Counc1 1 " 6.20 

■ ■ [ ^ ^ - 

The Academic Council provi des an inforijiation clearinghouse for 
problems and policies related to the irtstructional program* Recom- 
mendations are made to administrative officers and to the College 
Senate. 

». / " • . . " < '■ *^ • ' 

Membership includes the^col lege president, the academic deans , the 
chairmen of instructional departments, and the college librarian. 
The dean of the College i5 chairman. 

Administrative Council 6.21 

The Administrative Council advfses the president of the College on 
operational problems and procedures. It may alSo make policy recom- 
mendations to the College Senate or to student organizations. Mem- 
bership includes the president, as chairman^ the dean of the College, 
the director of administration, the debn of student affairs , the 
^College Information officer, the director of physical plant develop- 
ment, the director of student financial aid, the dean of meq, the 
dean of women, the registrar, the b^Jness manager, |the director pf 
student activities, and alumni executive secretary , and such 
administrators as the president may je^ignate^ 



Graduate. Counci 1 



6.22 



This^coiAicIl advises the director of graduate studies and recommends 
to the -graduate faculty in matters concerning curriculum and academic 
standards. The members of.^this council aJrnually update the Graduate 
Catalog. ^ 

Membership includes five elected graduate faculty members, no orre of / " 
whom can be in the same department, and three ex-officio members — ' 
the dean of the College, the director of >the graduate program and the • 
department chairman In education. The director of the graduate program 
serves as chairman" and convenes the council. 

■ ' ' 

Athletl-c Board of Control 6 2k 

The Athletic Board of Control serves in an advisory capacity to^the 
College athletic director who, under the dean of the' College, shares ' 
responsibility with the board for the conduct of the College's inter- 
col leg late and/or Intramural athletic programs to insure that they 
are conducted in strict compl iance with all Keene State College poli- 
cies and procedures, and wj th athletic conference rules regarding such . ^ 
matters as financial aid to athletes, eligibility for competition and' ' 
principles governing recruitment of student athletes. 
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Admissions Advisory and Schoiastic Stahdirig Committee 

r~ " ' ' — ^ ^ \ ' 

J This committee advises the direc.tpr of admissions, on request, libout * • 
applications by new or re-entry students ;^evlews and recormiends on 
cases Involving scholastic' probation or academic dismissal; rules on- 
appeals from students? or candidates In matters Involving admission, 
re&dmlsslon, scholastic probation a"nd academic dismissal; anaWzes the 
admissions prjj^gedure process and the scholastic standing and probation . 
system, andr r,ecdmn1ends any changes Involvfng policy to the Senate 
Admlssfpns and Standard Coramltte*6, and any changes Involving procedures 
In administration to the Cean of the College. 

The committee aJso advises the personnel deans In cases of a Serious 
disciplinary nature. ' • 

' Committee to Determine Res:|dence of Studentg 

The Residence Crtfmlttee Is responsible for evaluating cases Involving 
a question as to whether a student Is deservlng'of In-sta^e consldera- \u- 
* tl%n upon' appeal from the Director of Admissions * decision. 

Mip^bershlp Includes the alunml secretary, t'he^ registrar, and the ^ 
business manager, who serves as chairman. The Director of Admissions Is 
an advisor to this committee.'^ .V , , 

' • • ' '' 

Joint Student-Fjacul ty Hearing Committee ' , ' ^ ^ 

V- , ■ ■ ' ^ . " ' 

This committee consists of thtee students and three faculty meliibers ,\^OQe 
of whom Is selected from a panel of six. students and six facul ty members 
'chosen by their respective senates. Two non- voting chief j^ust Ices are 
selected from the 12-member panel -- one a sfludent and <jne a faculty memr ' 
ber. The six committee members and the' chl^ Justices are selecte^J by the 
drawing of lots for «ach case* .. 

The student will be informed In writing by tfie.appVoprlate personnel' 
dean of the followjng: \ ' . ' 

Accusation with sufficient particularity, the possibility of ^§erlous 
penalty, the right to a hearing and the list of hearing procedures^. \' 

The student has .24 hour4 to file a request for a hearing.. 

The hearing corf^ittee meets between three class days and 14 calendar 
days after the student receives, not ice from the disan, unless requestjed by 
the student. The student shall have the right to be assisted in his defense 
by an advisor of his choice from the college community. The Jjurden of proof 
shall rest upon the official bringing the charge. 

The student sl^ll be given the opportunity to testify and to prt^ent 
evidence and wit^fesses. shall have an bpportuni ty to hear and«question 
adverse witnesses.. In no case will the committee consider comments against 
him unless he has been advised of their content and of the narpes of thosfs v 
wlW made them ag'ain^st hfm, and unless he has been given an opportunity to 
rebut unfavorable inference which might otherwise be. drawn. 
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Hearings will be Inexecutive session. 

All matters uponwhlch the decision might be based must be introduced 
Into evidence at the hearing. The decision shall be based solely upon 
such matters. Improperly Acquired evidence shall not be admitted. 

Official minutes of the hearing will be made- by the chief justice. 

All copies of these minutes will be turned over to the President of the 
Cpllege to be disposed of at his discretion. 

^ ; The hearing commi ttee wl 1 1 determine innocence or guilt and set penal- 
ties. The decision of the hearing committee shall be final subject to 
the student's right to appeal to the Judiciary Appeals Board or ulti- 
mately to the president. ^ ' ^ ^ 

■'• . * * , • • ■ 

StudentHFacul ty Judlc^ary Appeal Board 6 

This student-faculty board serves as a court of appeal for student offenses. 
It Is qualified to hear ^evidence; summon witnesses, and make findings 
which are forwarded to the president of Keene State Col lege. Appeals may ' 
be Irrltlated by Individual students or by referral from the personnel deans. 

The board fbr^ny. given case consists of seven justices drawn from a 
panel of fourfeen persons, equally divided between facul ty4ndstudents. 
The panel /is appointed annually by a joint session of the College Senate 
Committee on Student Affairs and the Student Senate Committee on Student 
Affairs. \ , 

The board has original jurisdiction In cases Involving the Interpreta- . 
tlons or clarification of the Student Senate consti tutlon by laws, statutes 
and pol let es, and over Issues concerning elective or appointive officers' 
of the student body and over Individual and group violations of regula- 
tions Imposed by student governing groups. ' 

■ . r . , 

Requests for judicial review shall be filed with the Student Senate 
.president, who will Initiate action by the College Judiciary Appeals Board, 

The board has appel late jurisdiction in cases Involving serious disciplinary 
penalties enforced by the college personnel deans. 

Such appeals may be made only for factual cause and upgn a written state^ 
ment filed within five days of the protested decision. " 

The notice of appeal shall be given to the dean directly concerned and 
he shall alert the presidents of the College Senate and the Student Senate 
to implement judicial review. ' ^ 

The board may impose extra-curricular penalties which the Student Senate^ 
has specif leal ly delegated to It; or when necessary, it may recommend to the 
College President the appr^rlate dtsciplinary action. 

Exceptions to the jurisdictional author 1 ty defined for Individual cases 
and groups Include Instances when Individuals require rehabilitation treat- 
ment on the professional level, when the Individual or group submits a 
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written; request that his case be considered by administrative authority, 

thereby surrendering the right of appeal to the Judiciary Board, and 

other rare and unusual cases which the Judiciary Board dec! I nes to consider. 



If. a disciplinary action Is formally appealed, the seven justices are 
designated by the college president who chooses three faculty justices -and 
by the Student Senate president who chooses three student justices. If the 
.case concerns an academic offense, a faculty chief justice Is assigned by ' 
the college president; In cases involving other misconduct, a student 
chief justice Is assigned by the Student Senate president.. 

* ' ^- * ■ ' 

On cases appealed to It, the Judiciary Appeal Board shall function as 
an appellate body and shall not repeat the duties,' responslbl Uties , or 
activities of the Joint Hearing Committee by rehearing a case de novo, 
in this respect. It shal 1 f I rst determi ne whether or not It should'con-, ^ 
sider tl\e case being appealed by determining If there was failure of due^ 
process, or If there were prejudlal, arbitrary, capricious, or unreasonable 
actions or aspects to the case as handled by the Joint Hearing Committee; ^ 
or whether or not any new significant and substantive evidence has arisen 
that could not have otherwise been reasonably presented to the Joint * 
Hearing Committee. I f the Judiciary Appeal Board finds due process has 
been observed^and no significant new evidence has arisen, It need not 
further consider the case. If It does find some deficiency of the type 
noted. It shall consider tl^' matter on those deficiencies so identified. 

Student Union Adv I sory Boa rd 6.50 

The board advises the DI rector ^of the Student Union on* the preparation and 
execution of the policies, bjjdgets and management of the L.P. Young' Stu- 
dent Unions named In honor of President Emerl tus Lloyd P. Young% The 
board Is. composed of seven students (representi ng each of the following 
constituencies: Senior Class, Commuting Students (1 male, 1 female), Cam- 
pus Residents (1 male, 1 female), I nter-GreeIc CouncI 1 , Student Government), 
one faculty member, and the Director of the Student Union, ex officio. 

Advisory Committee on Library Pol icies 6.60 

The advisory' committee was established to serve as liaison between faculty 
members and library Staff; to proylde consulting services to the college 
l ibrarian; and to advise the president of the col lege *on matters of library 
policy. A major concern Is to Improve accessJbl 1 1 ty of library resources. 

Dining Commons Adv I sory Commi ttee \ ' ^ '6.61 

This joint student-administration commi ttee. prov I des a liaison with the 
.qianagement of the Keene State College Dining Commons^ It reviews menus 
and matters related tq food service for residence hall students. Member- 
ship Includes the manager of the dining comrnons and a representative f rom • 
each student resld^ce. The chairperson, normally a member of the Student 
Services staff , Is appointed by the president. 

New Student Orientation Committee 6.62 

Freshman Camp is another new student orientation option open to epterl-ng 
Freshmen who wish to further develop, their leadership potential an3 who 
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wlsh to become more .^aml l iar with the CoII.ege and how it operates. The 
Alumn.f Association assists with this program' In an effort to assist fresh- 
men In understanding and appreciating the College's past as well as Its 
present and Its future.. * - 

Thorne Art Gallery Advisory Committee 

The gallery advisory committee, appointed by the president, Ms comprised 
of prominent citizens of the Monadnoci< .fteglon whose interests turn toward 
^the flne^^arts. It is chalj-^d by the gallery's director. The committee 
advises the director otk gal l^ry policies and exhibition schedules. The 
advisory committee has established the "Friends of the Thorne Art Gallery' 
to broaden the support of the gallery program. 

Other standing committees, which have liaison officers from each campus 
are: ' 



6.70 



1. Alumni Directors Committee 1 

2. Business Managers Committee 

3. Co-currlcular Committee 

^. January Term Di rectors Committee 

5. Library Committee 

6. Marine Science Committee 

7. Music Committee 

8. Publ Ic Relations Committfie 

9. Registrars Committee 

101 Superintendents of Buildings and Grounds Committee 



College Day for High School Students 



College Day is an annual activity planned by the Admissions Office wherein 
high school students and guidance counselors are Invited to visit the cam- 
pus to become familiar v/iththe academic and co-cur ricular opportunities 
available at Keene State College. Students and counselors are encouraged 
to visit the various academic departments, and special orientation programs 
are provided by the respective faculties. College Day Is normally held 
'In the fal 1 . 

P^rent^s Week-End Committee 

This student-f acuity-parent committee Is charged with the program and 
arrangements of the annual Parentis Week-End. The general chairman is 
appointed each year by the college president. This committee also handles 
the Honors Convocation as a part of Parent's Week-Errd when Dean's List 
'Students are honored and the Distinguished Teacher and Granite State 
awards are presented. ' - 

■ Honors and Awards Committee . 

This committee performs the dual function of nominating outstanding per- 
sons to receive honorary degrees at, commencement time, a maximum of two 
per year, and of Recommending to the trustees names for new campus build- 
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Ings and specfal facilities, such as auditoriums. In addition, each 
year, two names are presented to receive the Granite State Award, 

The membership normally Includes one or two trustees, two faculty 
memberis, two students, two alumni, and o^e aidmlnlstratbr . . 

Concert and Lecture Committees ^ 6.83 

This committee is charged with the planning and scheduling of a balanced 
program of cultural activities In the Interest of the camp\js community. 
The even t| schedLl led are Intended to supplement the program offerings 
of the Keene area. The financing Is provided by Joint appropriation 
from the student activities fund and from the college budget. Addi- 
tional, funds may be obtained from other sources, eg. K.S.C. Alumni 
Association, grants, etc. 

Membership includes four members of Ihe teaching faculty, one of whom 
Is the chairman; the director of student activities, and two students. 
Faculty members are appointed by th0 KSC president, and student members 
by vote of the Student Senate. Appointment Is for a term of one year. . 

Distinguished Teacher Award Committee « \ 6.8^" 

The Alumni Association annually bestows Distinguished Teacher Award 
on that member of the teaching faculty who — in the eval uation ^of a 
committee comprised of faculty, student and alumni representatives and 
the President of the College — has demonstrated excel I^ncje In classroom 
teaching. Interest in the intellectual development of students, the 
encouragement of independent thinking, and outstanding rappprt with 
students. The award Is tradltionaliy presented on Parent's Week-End. 
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New Hampshire College and Universl ty Council (NHCUC) 6^30 

Th« New Hampshire College and University Council represents virtually all the 
accredited four-year colleges in our state plus the University of New Hampshire 
system. The Council Is a unique combination of both public and private colleges, 
working together to share resources and enhance learning opportunities for 
students. ^ . 

Since Its inception In 1966. the Council has concentrated on forging joint 
programs in academic: and management areas. Its achievements in such programs 
have gained wi despread recogn i t ion for the NHCUC, which was singjed out in 
three separate national studies as one of the most outstanding '^consortia" 
(or inter-college Associations) in the country, ' 

In FY 73-7^ the Presidents of the member institutions unanimously adopted goals 
for the next three years. These goals are aimed at insuring the survival of our 
diverse system of higher education in order to maximize educational opportunities 
In New Hampshire, The goals are: . 

(1) To bring together key decision-makers to focus on common problems,. ' 
exchange information, and formulate Institutional g6als in the 
context of state-wide planning. 

(•2) Tb^maxlmize existing academic resources through interinst I.tut ional 
. currlcu-lar collaboration, while jointly seeking new resources to 
improve teaching and learning, 

(3) To assist one another in upgrading management personnel, attacking - 
deficiencies in such areas as Institutional data, and jointly 
administering services where feasible, and to Involve as appropriate - 
all segments of the campus in such ways as management teams and 
Institutional research councils, - ^ 

To accelerate progress toward the three yeW goals, the NHCUC squght funding 
from a major foundation. This spring, the W,K, Kellogg Foundation ^favorably 
reviewed the NHCUC's three part proposal. The plan funded by the Kellogg 
Foundation Includes the following thrusts: 

(1) InterlnstI tutional Planning - institute a joint planning process -to 
focus on common Issues of the survival ax)d role of New Hampshire 
higher education and to mesh college priorities with state-wide 
planning requirements, ' . 

(2) Academic Resource Sharing - a pioneering strategy to join Inter- 
lnstI tut Ional curriculum development with Instructional development; 
In the former, combining and revising offerings- to reduce/dupl I ca- 
tion and make the curricula more Responsive to student Interests; 

In the latter, assisting faculty to become more skilled In a variety 
of teaching methodologies tailored to indlvldual-student needs, 

(3) Management Planning and Development - establish a consortium manage- 
ment training center to upgrade campus managerial personnel, adopt 
new national data reporting and program budget I ng formats , and 
further develop Inter-college cost-saving arrangements, 
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FACULTY CONCERN WITH INSTRUCTION 7.00 

The respgpslbil i ty of the faculty ts rd work together to produce a high 
quality jfif InstructJon for Keene 5tatts^ College students'^ and to.offer, wfthfn ' 
that frame, the most Imaginative and stimulating courses that the sheer 
limitations of time, faciUtles, and humanity will allow. To that end, 
each faculty member should understand and cooperate within the structure of 
teaching at the college. 

Office of the Dean of .the College 7.10 

This office is primarily responsible for the academic- program. It receives 
proposals affecting the academic program from department chairmen. The 
dean offers leadership in curriculum development and has responsibility for ' 
evaluat'^on of the instructional sjtaff and program. He makes the recommenda- 
tions tb the president and to-the Board of Trustees on matters of faculty 
personnel actions and serves as the chief executive officer during the 
absence of the president. 

Department Chairmen 7.11 

The chairman of a department serves In the duaT capacity of member of the 
teaching faculty and administrative officer under the dean of the college. 

A. ''He plans, summons, and presides at all meetings of the department; 
such mecctlngs may also be called at the request of department members. 

B. He plans, with members of his department, a constructive program to 
carry out the educational policies of the college. 

C. He evaluates periodically the Individual member's performance and the 
Instruction, research, and professional status of the department. 

D. He advises In appointments, promotions, and dismissals. 

E. He guides and supervises new members of the department and others who 
may benefit by guidance. 

F. He keeps adequate departmental records, and forwards to the dean of the 
college pertinent evaluations and recomrfiendations. 

G. ' He files an annual report of the operation of the budget. 

Teaching Responsibility 7.21 

Keene State College has adopted a teaching load of 12 semester credits. 
Semester credit In most academic courses are equivalent to actual clock 
hours. But some teaching activities, such as laboratories and other less 
formal Instruction, are scaled at two-for-one or occasionally three-for-one 
In terms of clock hours. 

Certain faculty members wlth^speclal and time-consuming duties, such as 
department chairmen, teach a reduced schedule. All Individual assignments 
are made by the dean of the college with the advice of the department chair- 
men. The registrar prepares the master schedule of classes and assigns and 
adjudicates examination scheduling. 
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CoTitract period of servjce September 1 through Jgne 30 constitutes the 
academic year basis of appointment; during this period faculty members' o\ 
primary professional obligations and respons I bf 1 1 1 1 es are to the College. 

Office Hours " 

Each faculty member is expected to schedule a ijiinimum bf three office 
hours, distributed throughout the week, for student conferences. This 
schedule should be posted on the office door^of the facul ty member con- 
cerned and a copy filed with the department secretary and the switchboard 
operator. Brief di rectlons describing how to obtain appol ntments shoul d 
be added. ' 

Locator Schedules . 



7.22 



7.23 



At the beginning of . each semester, faculty members are dsked to fill out 

locator schedules for the department secretary and the academic deanV Both 

class and office hours should be shown, with the location' and room number 

of each, along wl th other> information as requested. ♦ 

A locator card f^r flUng in the FIske Infp'rmatlon Office will be sent to 
faculty members during the first week of the semester. This should be 
filled out and returned, showing class hours, Voom locat ions , home -address , 
phone number, and similar Information. It will become a part of the master 
locator Index, along with, similar cards showing student schedules and 
addresses. 

Conferences and Workshops ' 7.24 

Occasional ly, various instructional departments may wl sh to schedu le con- 
ferences and workshops at the college for the benefit of In-service teachers 
or other similar groups. These should be arranged, preferably at least a- 
month l-n advance, by the department chairman with the dean of the college 
or the director of extension services. Space for the lectures or con- 
ferences should be discussed with the director of physical plant and 
provision made for. news coverage through the College Information Office. 

♦ Visiting Speakers (Classrooms) " 7.25 

If a faculty member wishes td have ^ visitor address his class, display 
slldesi or conduct a discussion, It Is sufficient to notify the chairman 
of the department who will, at his discretion, see that the dean of the 
college Is notified. When additional or different space Is required, 
advance clearance must be obtained. Honorariums are available only when 
.budgeted by the departments and- payment must be authorized by the director 
of administration. 

When the event Involves a combination of classes at a time that conflicts 
with other scheduled commitments, authorization must be obtained at leasj: 
a week In advance from the dean of the college. The procedure Is the same 
as for field trips. 

Any event which may have campus-wide Interest should be scheduled through ^ 
the director of administration and the director ojf student activities. 
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Faculty Keetings 7 26 

About a jveek before the fal h semester begins, the president and the dean 
of the college meet with the faculty for a period of orientation, plan- 
ning and discussion. 

At several times during a semester, further faculty meetings may be 

called by the president, or by the president at the request of fjaculty 

members, to discuss matters of general concern. ^ . . ^ 

■ f'^'d Trips v. ^ ^ ^^^^ 

Short field trips, which OQciMpy the normal class hour only, require no 
special notice unless col lege transportat ion must be arranged. Longer 
trips, especially those which conflict with the hours of other classes, 
must be- approved in writi'ng byVthe^^ean of the college. Ifie procedure, ' ' 
adopted by the Col-l^ge Seria^, is asi^^ol lows; ^ 

At least oneyeek.in advance ofthe event, the sponsoring faculty member 
shall prepaf-^ a |ist of participating studen^ts, the hours they"^^i% 
expected to:^e ^bsefft from campus, and the nature of the activity. This 
list shall jie Sent to the dean of the college with the endorsement of 
the department chairman. .[ , 

" ■ . " ■ ' ''*^-,. 

The Instructor should remind his class of their respons 1 bi 1 i ty to arrange. , < 

to make up any work missed in their other classes. After-the trip, he J 
Is responsible for notifying the dean of any 1 isted students who did not 
par^t icipate. 

■ t . . ^ . 

Student Transportation 7.31 

^ faculty sponsor or coach is expected to take every reasonable precaution to 
protect the safety of students traveling in connection with a college-author- 
ized activity. 

A. Events scheduled, pre-plarined, and financed by budgeted funds. These 
Include athletic trips, departmental field trips, and representation of 
campus activity. . » 

1. Common carrier: The provision of liability insurance by the 

carrier makes this the most advisable method 

of travel. * 

2. College automobiles: Utilization of these vehicles requires filing 

a Vehicle Request Form with the Maintenance 
Department (see Section 3*50). 

3. Private vehicle: Only a faculty member may be reimbursed for 

mileage. 

^1 
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B. Class field trips, special activities trips and social events of art 
occasional nature. i. ui oir 

1. College vehicles: Request procedure and operating rules may be - 

^ound under. Travel - Advance Procedures and 
Reimbursement of Expenses. (Section 3. 50) 

2. Private vehicles: - Only .faculty members may be reimbursed for the 

use of their vehicles. No such arrangements are 
• available for student cars. 



NOTE: 



Any time a pr ivate vehicle is used to transport students Tn a 
college-connected activity, it Isthe duty of the faculty member 
In charge to verify that such vehicles carry Insurance protection 
of at least $100,000 - $300,000; (See Comprehensive Liab ility 
Protection . Section 7.33) — ^ 



Athletic Games During Class HoCirs ^ ^ 

The faculty sponsor coach or advisor, whose team is scheduled to play 6r travel 
during class hours Is responsible for notifying the dean of the college as soon 
!L °^ participants is known. He should send to the dean a list of 

tnose participating, the hours absent from campus and the nature of the activity. 
Coaches must warn their teams that the students are responsible for arranging - 
to make up missed class work. The coach will also notify the- dean of any - 
excused. student who failed to participate in the trip event. . " 

Comprehensive Liability Protection 7 

Keene State College, through the University of New Hampshire carries a comprehensive 
automobile liability policy with the following coverage: 

A. Bodily Injury liability: 

" K Vehicles with maximum seating capacity of nine persons: 
T'-^s^ 100,000 eacft: person 

b.^^SgO;tlOO each accident ^ 

2. Vehicles y/lth maximum seating capacity of ten or more persons: 

a. $300,000 each person 

b. $500,000 eacJn accident , 

B. ProiSerty damage 1 iabi 1 i ty: \ 
1. $50,000 each accident ' 

The drivers of all state vehicles are covered, as ar^ all employees and 
^students who are not employees traveling therein. Drivers of non-state vehicles 
on university business or sponsored activities, whether ebiployees or students, 
are not covered and have to be covered by the personal aLtomoblle liability policy 
of the owner of the vehicle (See Section 7.3I). | y v y 

63 ■■ \ 



Cu rr I c u ! um Ad v i s emen t ' . 7 1»0. 

The Individual advising of students is one of the most important col- 
lateral duties of a f acul ty member . Thgs, each faculty member is ' 
expected to |nform hitnself of the general educational requirements of 
the College and the particular standards, of his own depaf tment."^ 

In order that-<facul ty members may be assl/sted In acKievlng high quality 
academic advisement, th^ywill be expected to participate periodically 
as General Freshman Advisors in. the new student orientation prbgram . 
allflded to in Section 6.62. It will be the responsibility of the coordi- 
nator of academic advisement to recruit these faculty members and to » 
provide necessary materials, and Instruction for advising. 

The General Freishman Advisor is the student's academic advisor until the ^ 
student.off icially declares his/her major. 

• Selection; When the student makes an official declaration of major, 
the department chairman shall assign a faculty member to act; as the 
studenf's major advisor. . _ " ... 

a. Changes; Faculty members wi 1] not countenance Informal student 
ai/rangements for changing advisors. A change of minor advisors 

. requires authorization of the chairman, who will consult student 
and advisor before making a new assignment. A change of General 
Freshman Advisor requires authorization of the coordlnatojr of . . 

academic advisement, who will alsod6n$u1t student andadVisor 
before making a new assignment. 

b. Departure; WhcQ a student's major advisor retires or departs from 

the campus, the department chairman will Reassign the advisees. * 
For departing General Freshman Advisor^, the reassignment will 
be the responsibility of the .coordinator of academic advisement. 

c. Change of Major ; When a student has officially changed his/her 
major subject area, the chairman of the student's new department 

. .will i^sign the student to an advisor in his/her new major sub- 
ject area and notify the former advisor ofjthe change. 

Duties^: The academic advisor is chijrged wi th ^guiding the student to the * 
successfjtfl conclusion of his chosen curriculum and the* award of the degree. 
He confers on the choice of courses, helps plan each semester's schedule 
and endorses the registration for classes; he keeps a record of cumulative 
credits and required courses and directs the student toward the right course 
at the right time. . 

He discusses the student's extra-curricular activities and their bearing 
upon his studies. If the student has scholastic difficulties, the advisor 
meets with him to help Identify and remove t;he cause of the trouble. In 
any case, he should see his advisees individually at least once each 
semester. 
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Endo r semen ts : The advisor must be sought for endorsements, which 
give a constant check on the program of the advisees: 

a. Schedule of Classes rx Before reglstratlbn each semesf<>r, 
the student must have 1ils advisor's clearance of courses 
and credl ts. 

b. Student Teaching Clearance : The advisor's signature must 
be'on this document before the student can be assigned - 
to do his student teaching requirement. 

c. Add and Drop : The student obtains a c^ass withdrawal form 
trom the registrar, and contacts his 'Ihstructqr and advisor 
to have them Initial It for data processing purposes. 
However, neither their permission to withdraw, nor that of 
any dean. Is required. Course withdrawal will become 
automatic If the professor or advisor decline td Initial 
the withdrawal card and the registrar confirms they were 
aware of the student's Intentions. 

Information:. The advisor has access to all records of the student 
In the office of the registrar, and Is additionally assisted by: 

■i 

a. Conference Notes : Individual talks with advisees are 
scheduled during pfe-reglst ration.^ Other conferences 
should be arranged at a mutually convenient time. 

b. Statistical Data Forms : One, copy of this form, filled 
out by each student upon registering , wM L be forwarded 
to the student's advisor. 

c. Annual Grades : A complete transcript of a student's 
grades Is forwarded once a year by the office of the 
registrar. 

d. Further Information : The' advl sor/may confer about the student 
3t any tjme with the dean of women/men and with the department 
chairman and the dean of the college. 



\ 
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Innovative Courses and Special Academic Oppprtunit 1 es / ^ y.ftl 

' . •• \ ^' ^ .'^ , ' ' ' 

The Col leg* offers a/varlety of Innovative <;urrlcula courses and. 
special academic opportunities, Including: 

Individualized Major * This program Is designed to fill the gap be- 
tween existing majors and the highly motivated student's particular 
Interests and career plans. The student designs his or her own 
major program with the assistance and approval of three full-time 
faculty. members, one of whom Is the advisor .of record. The. Individ- 
ualized major requires at least 32 semester hours of academic credit 
and requires the approval of the dean of the college. 

Contract Coursevyork - This pfogram provides the student with more 
flexible and non^tradltlonal studies on an Independent study baslsT 
Academic credit Is available In blocks of from one to six credits . ^ 
per semester. Students . register for a contract course under the 
designation of "KSC ^90 Contract Course." Credits earned may not 
be applied toward general education requirement?. The proposed con- 
t**act course must be signed by the stydent and approved In writing 
by two full-time faculty members. 



Independent Study - A tutorial"^ form of study^wlth a- paper normally . 
required In a student's major area of Interest not covered In the 
regular curriculum or where the student exhibits capacity to do 
work beyond that required In existing cour^ses In areas of major 
Interest. The topic Is mutually selected by the student and the 
Instructor. ' 

International Study - Travel abroad Is. available through the College's 
"KSC 080 (Travel Studies)" InterdUclpl Inary course. Permission Is 
needed from the tour director, the department chairman and the dean 
of the col lege. ; ' * 

Early Admission - An early admission program enables students who po.s- 
sess high schd^astfc aptitude^ superior academic records .In high school, 
and satls,factory character references to skip their senior year of 
high school and -mave directly from the junior, year In high school 
Into the freshman year of college. Students seeking admission under 
this program must undergo Interviews with the ^director of admissions, 
the chairman of the department to which early admlss Ion Is sought, 
and the appropriate Student personnel dean. 

Advanced^ Placement - A student may receive advanced credit and/or 
placement by taking an advanced placement course^ In high school and 
achieving a satisfactory score on the appropriate Advanced Placement 
Test administered by the Educational Testing Service. Ordinarily, no 
more than 15 semester hours will be granted through successful ly com- 
pleted Advanced Placement Examinations. When advanced credit Is gr^anted, 
It automatically carries with It advanced standljig toward fulfillment 
of requirements, but advancld placement does not necessar I ly carry 
advanced credit; * V ^ 
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Credit by C)^ani nation ■ t^ie College honors for any student In a four- 
year program a maximum of 30 credft hours achieved by spec^I^ exaralnp-^ 
tlon and for any student In a two-year program a maximum of^ l|.s|:re'dl ts. 
Such examinations Include tjie College Level Examination Program (CLEP), 
Advanced Placement Tests (APT) and^ departmental examinations^ further 
information should be sought from the Director of the KSC Testing- 
Center. . ' . 

Correspondence Course Work - This program, most frequently used In con-- 
nectlon with courses offered by the U.S. Armed Forces Institute, pro- 
vides for acceptance of ' correspondence work for credit through- USAFI 
or some other Institution. Approval of the departments Inwhlch such 
work Is belng^offered for credit Is required; up to 15 semester hours 
of credit- may be earned and used toward meeting degree requirements. • 

New Start Program - Enables a readmitted student to resume academlc^ 
career with credits (but no grades) from previous course work In which 
the student received a grade of ''C»' or better and which comply with the 
degree requirements ot the program to which readmlssion Is sbught. No 
minimum grade point avefage IS required for readmlssion under this pro- 
gram, but the student must achieve the minimum grade pol nt ^average 
appropriate to his/her current standing as determined by the total number 
of credits. 

Ihe Continuation Program - Enables theVeadml tted student to begin where 
he/she left off In terms of both curriculum and major, as well as cumu-^ 
I at I ve average earned during previous academic work at Keene State. 
Students may repeat courses In which poor grades have been achli&ved, 
HWlth the first grade remaining on the permanent transcript but the new 
grade btfjng the one figured Into the cumulative average. 'If courses are 
repeated dt another college or university, credits but not. grades — 
may be transferred to raise the student cumulative average at Keene 
State College. 

New Hampshire College and University Council - A consortium of 13 col- 
leges and \unlverSl ties In New Hampshire affords student exchange among 
the Institutions for credit, plus special coursework, seminars and a 
one-mNllon volume l ibrary resource. ^ • 

New England Regional Student Program - The Col lege participates In a 
regional cooperative program, administered by the New England Board of 
Higher Education, wh'ich perml ts qualified New England residents to study - 
with In-state tult^n and admission privileges— In certain programs 
at any pf the state col leges. The program expands opportunities In 
higher education by making available on an equal basis courses not com- 
monly offered at every, Institution, thereby helping to reduce duplication 
of courses and to iitlllze more efficiently the higher educational facili- 
ties of each state. I.nformatton may be obtained f.rom the KSC Admissions 
Office or from the New Englatid Board pf Higher Education 
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Registration 

On tlie days set aside for course regist^at ion each semester, each phaif- 
man is expected to supervise en-roriment for his department's courses,.' 
assisted by the faculty memb^srs of his^ department as required. Faculty 
members with adyfse'^is' are expected to assist prior to registration during^ 
specific advise'men| periods. 

Prereglstratlon - Students preregister for the^faU Semester in April and 
for the spring semester in November , confenring with their advisors regard- 
ing class selections an(i schedules. Enrolled, students who fail to pre- 
register, will be charged a $15 late-registration fee: 

After each day of advisement, a tally of the places X<>r seais) remaining 
In each class is posted in the. Student Union ^nd In the residence halls. 
Students fill in a registration form, provided by the advisors, for each 
class they des 1 re and take it tp the department chairman. If space is 
available, the ccrpifefei^atlbn card is l*ft with'and initialed by. the 
chairman. If spdtey^not^vallable, the stujient consults oh alternate 
choices of course)^ith the particular departmelnt chairman or 'his academic 
advisor. \ • . , 

\ % 

When all courses are initialed on th6 registration form, 1 1' i s .returned 
to thfe student's advisdr for his signature. . The advi sor' feeeps one copy, ^ 
forwards two to the chairman and ^Ive^ one to the student.^ About one % . 
month later, the student receives a printout of his schedule for the 
next semester. * . " * 

Overload charges are assessed for.courscJ loads in excess of 18 credit 

hours at the rate of $30 per credit hour. for In-staters and $60' per 

hob'r for out-of-staters. Overload charges may be waived by the College 
Senate if department requirements cause such overloads. 

A $15 late registration fee is charged to ^ny student who has not pre- * ^ 
.registered or hfis not paid: all fees and del?>ts upon registrat Ion* day for " 
the fall and spring semester. : • 

A student may drop or add a course for a $5 fee between the third day of 
classes and before the closji^of business on the tenth day of clas^a^v " 
After this two-week grace -perlbd, no courses may be added withoyt-the* 
Written permission of, the Instructor and the dean of the col lege*; a 1 though 
they may be dropped up to the end of the sixth Week of* classes, with a 
grade of (for'VIthdrew'O^ given the student. After, the sixth .week 
of classes a student may be granted permission to withdraw from a course 
only for extraordinary re/ftsons beyond his/her control. This late withdrawal 
will be allpwed only with the written permission of the dean of the college 
(or his designee). Normally, when this permission is granted, the 'V 
9n the, off IciaK transcript will be accompanied by the student's lettef 
grade at the time of withdrawal, thus: W(B) or W(F). These grades will 
not, however, be included In the cumulative grade average. 
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* , Enrol Iment i n C t. asses 

The instructpr of a class shall 
the class roster received from the registrar' 
• lnaccuractes, „aBid' returning a corrected copy 
registrar's office; 

Class Attendance 



have thK|:,r^ponsib{nty of checking 
"s office, noting any 
of the roster totthe 



Attendance pe'til 5e. is not a criterion fbr evaluation. However, stu- 
dents are'expWcted to attend all cl<asses and are advised that the 
nature of man^ courses is such that participation in class activi- 
ties will }3e/i)udged a part of t'he student's performance. 

CVassroom^ Erwi ronment * ." " 



7. 1*3 



CoUege pol|cy leaves , the 'matter -of smoking in the classroom to t^e 
option of ttte Instru^jtOTi provided adequate ash trays and smoking^^ 
receptacle J/ are available as-needed and provided that the director 
of physical/ plant development has'W designated the area as a 
no smoklnfl" zohe for saf«ty pu'hposes. , . • 

Periodic ^Valuation , ^ • 

■ ■ ! "Tt" • . 6 , ■ — ■ •» 

Each facu|ty member has a resRoflsibility constantly to Evaluate ttie ' 
performanie of his classes. Wh6re applicable, this shqjjld be accom- 
plished through an.,organized program of tests and examinations. * 

Unannounc sd Tests ; These are i-nfopmCl quizzes of short duration, given 
usually wllthout advance- warhihg. No^penai ty, as such, accrues to the ' ' 
missing ^f such a quiz, other than the loss of the quiz grade. 



7M 



A'nnouncecjl "Tests 
occupy in 



These are more formal tests of varying duration 

all or pVt of one or more class hours. A copy should l>e 



f iled wliK the department chairman., (f the class is' nofif led of. the 
Intended date" at least one week in advance, any student? wh^ takes an 
unexcusjd. absence during that^elassj^eriod receives an automatic F. ^ 
An exc;jied absence (See Class Attendance, section 7i'»'i) permits the 
stMden^/ make-up privilege without penalty This appl ies to iTinesse? 
'and ^in^the'r leghtilriafte -cases when arrangements have been made In 
advanci. Oecfigfdn ds to the form of the make-up work is the prerogative 
of the/ course instructor,'. , ' 

PTnalfExaminations; ■ A<>eek is se.t aside at -the end of %ach semester * 
- foY aamlnlstering two-hdUV final ekamlhations fiv al l courset where 
sucK fevaTuat ion is cippropriate. 'the omission "of a formal examination 
"must fbe reported to the department chairman. In these cases t*he class 
will /meet. (Se6 Collfge Senate Appendix,) , / ■ ' 
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The, exam I nation schedulers prepfred by. the office of the registrar. 
•Conflicts, when they exist will be resolved by that office. Faculty 
members concerned may be conferred with in order to work out. a 
feasible compromise.^ ' 

nosed_ Per^: The closed period begins one day before the first . ' . 
final examination in each semester and continues through the period. 
No organised activities, meetings, field trips, or §thletic events 
may be scheduled dul-ing this time, except for entertainment films 
or lndi>>idual recreation. ' . 

Off fee of the Registrar ^ 7 50 

This -office' is the source of accurate information abo^ut the academic 
j:ecords of all students. It compik^Wnd keeps on record the statis- / 
tical material — semfesteir averages, cumulative average and total 
credits — of each enrol led student. It maintains archival records ' 
including, transcripts, catalogues, and outlines' of courses. This 
office prepares aid statistical- lists of academic standing and ' 
assists in determining which students have completed the necessary ' 
requirements for the award of a degree. 



Tbe office of the registrar provides the following services for 
facul ty: ^ 

A. Irr^r^ation on the scholastic standing of the student. 

B, ' Nbtice of student withdrawal from college, 

C. Various course and grade report forms for semester 
■ \u records. ' , > 

'* ■■ - ■ ■ ■ ' « 

D, • Information for academic -jadvisors, including: Selective 

Service (student records) Social Security dependents, 
teacher certification -forms. Veterans Administration, 
Higher Education Assistance, Marine Officer Selection, 
NDSL forms (when student transfers from anqther college), 
and student -teaching forms. 
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Admission Requirements - . 7.52 

Freshmen: The college accepts freshmen upon the basis of satisfactory 
test scores and high school transcript, a high school diploma or an 
acceptable equivalent , and the positive endorsement of Jthe secondary • 
. school counselor. The Scholastic Aptitude Test of the College Entrance 
Examination Board is required, . . ' 

Transfer Students ; A 1 imi ted^ number of qualified transfer students are 
accepted. Sati sfactory, transcripts are required from previous high school 
and collegiate attendance. A minimum cumulative college average of 2.00 
Is expected, along with apositlve evaluation from the appropriate stu- 
dent affairs dean of the previous college. 

Graduate Students ; Candidates for graduate degrees are admitted by 

the director of graduate studies. Their credehtials must show gradua- 
. tion from an accredited college with an acceptable achievement level. 

Scores Ih the ISth percenti le each' in the verbal and, quanti tative seCr 
; talons of theVGraduate Record Examination are also re^ijui red as well as 

a personal interview. 

Withdrawal from College 7*5^ 

'. • ' F 

- t . ■ , 

Students who withdraw from the College at any time other than the end ^ 
of a' semester are required to secure a withdrawal form from the 
registrar. This form, when completed and .s igned by the dean of the^ ' 
(Xollege, must be cleared for settlement of account by the bursar and 
the personnel dean. Permission will not be granted If the only Intent ■ 
Is to avoid failing grades. • , 

An unofficial drop-out results In failure for all courses and Conse- ^ 
quent suspension or dismi ssal . Those wishing readmlssion must do so 
through the office of the director of admissions. 



Student Leave of Absence ■ • ' 7-55 

r 



A student may request an academic leave of absence, indicating the exact 
semester he i ntends tV^ return. He .need not seek readmi ssion , but may 
merely make arrangements to return to campus on the date specified. 



A request for an academic leave of absence must Include the signature of 
the appropriate personnel ^iean as well as the Dean of the College. Accept 
tance^ of a leave Is contingent on fulfillment of all officiaL withdrawal 
procedures by the student. 

A student who has wi thdrawan or has been separated from Keene State 
College must submit a -writteh-request for readmlssion to the Director bf 
Admissions at least one month In advance of the semester in which he 
wlsib^s to resume studies. 
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StLidents who have been dismissed from the college for academic reasons 
and who wish to be readmitted after f ulf i 1 1 Ing the terms of dismissal 
have a choice of two aca'Semlc options: the Continuation Program and 
the New Start Progr^m.^ (See Innovative Courses, section 7.^1).- 

Probation and Dismissal 



Ml nimum Gra^le Point Average s In order to maintain good academic 
standing, students must achieve at least the cumulative quality 
point average listed below: , 
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Freshmen 
Sophomores 
Juniors 
.SenI ors 



1st 

1 1 



Semester 1 . 70 

" 1.90 

" 2.00 ' 

' " 2.00 ^ 



2nd Semester 1 .80 

" " 2.00 

" " 2.00 

" " 2.00 



Probation : Failure to maintain these averages for one semester 
results In automatic scKolastic probation. Such students are 
limited to a^^maximum of 12 semester houns of course work and 
must remove the cumulative quality deficiency at the end of the 
next semester. No student on scholastic probation may take part 
In any co-curr i cul ar activity. \. ' 

Exclus ion ; Students who remain on scholastic probation for two 
consecutive semesters are' automat i ca 1 ly dismissed from college. 
All newly admitted students must achieve a quality point average 
of 1.30 In order to continue at Keene State College. 

Review :^. The Admissions Advlsqr.y and Scholastic Standing Committee' 
will review all cases invol vl ng^ prgbat ion or dismissal. .The Com- 
mittee recommendations are final.' Upon conf I rmat-ion , an appeal for 
readmi sslcfn^wi 1 1 not be considered until two semesters have elapsed. 

Part-time Students : The minimutii grade point average for special stu- 
dents is as follows: * 



15 semester hours 1.7 



30 
60 
9b 



1.8 
1.9 
2.0 
2.0 
2.0 



Failure to achieve the requirements results in, an individual review by the 
dean of the College. Probation or exclusiort is determined by his decision, 

Grading System . » 

Grades at (<eene Statt College are normally recorded as A, AB,, B, BC , C, 

CD, D,.and F. Use of the grades of AB, BC and CD is optiqnal with the 
fnstructor. . - * 
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Student Teaching (Ed. i»01) Is recorded, on a Pass/Fall basis. Basic Design 
(Art 61) may be taken on a regular grade or on a Pass/Fa?) basis. 

* 

A grade may be recorded as "Incomplete (inc.)" when there has been ill- 
ness or other extenuating circumstances beyond the control of the stu- 
dent. An Incomplete is not figured into a student's quality point 
average, but becomes an "F" if the student fails to complete the course 
within another semester, ' 

The grade "In Progress (IP)" may be given for courses which extend over 
more than one semester. It is not figured into a student'^ quality 
point average. ' ' 

Grades are given the fol lowing qual ity poi\ifit values: A, k points; AB, 
3.5 points; B,. 3 points; BC, 2.5 points; C, 2 points; CD, 1,5 points; 
D, 1 point; F, zero points. 

Change of Grad^ * . 

Although each faculty member has the right to change a student-' s grade if 
he feels it justified, he should precede the change by conferring with 
his department chairman. 

Final Grade Reports . , 

At the close of each semester and ordinarily within hours after the 
final examination in each course, the instructor will turn over to the 
registrar his grades for all students enrolled. He is responsible for 
f i 1 ing the fpl lowing: 

a. Grade Report : He will complete the final grade roster , a form which 
repdrts the alphabetical list of students with their grades. Copies 
of this form go to the'department chairman; the original is retained 
in the registrar's office, 

Graduate Student Appriasal : -For graduate students enrolled in the 
class, the instructor files a Faculty Appraisal of Graduate Student's 
W^rk, Including a description of the required graduate paper or project 

Outline of Course : An outline of. each course taught must be filed 
within a week of the end of the semester. It reports units and topics 
and time devoted to them, lists texts, and describes, speci al projects 
and graduate credit work. These forms must be filed each year and 
should not be merely referral to previous reports. 

Semester Honors List . ** 

Students who maintain a 3.00 grade average, or better, for two consecutive 
semesters will be eligible for the Dean's List, Those students who during 
the first semester of their freshman year, earn a grade point average of 
3.00, or better, will be eligible^for the Dean's List, ^ 
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Graduation Requirements 7 g| 

a. All students must satisfactorily complete the requirements of the 
curriculum In which they are enrol I ed and present a cumulative 
average of ^.00 or higher. 

b. 'The academic work of the senior year must be performed In residence • 

at Keene State College. . . 

c. Degree candidates will be allowed a maximum of ten full semesters 
In one curriculum. Three six-week summer sessions will be con- 
sidered the equivalent of one semester, . 

d. All candidates for degrees must be certified for completion of 
curriculum requirement by vote of the College Senate. 

An Intent to Graduate Form must be completed and submitted to 
the registrar's office. - . • 



Scholastic Honors 

A student who has attended Keene State College for at least two years and 
has accumulative average of 3-90 or higher, will, upon certification by 
the College Senate, be Issued a diploma designating ^'summa cum laude." 
A student whose average is 3-70 to 3.89 will be awarded a diploma 
designating ''magna cum laude" while a student yiose average Is 3. 50 to 
3.69 will beawarded a diploma designating "cum laude." 

S?tudent Financial Aid , 

The director of financial aid administers the aid program. Financial aid 
Is available through the fol lowl ng resources : 

GRANTS AND SCHOLARSHIPS 

Basic Opportunity Grant 

Supplemental Educational Opportunity Grant ^ 
Positive Action Scholarship 

.* • . 

Tuition Grant 

Maxfleld Young Scholarship 
Hoilor Scholarship 
International Student Grant 
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LOANS 

National Direct Student .Loan 
Tuition Loan 

Keene State Col lege Student Loan 
Alumni Loan 
Young-Pearson Loan 
WORK 

College Work-Study Program 

Student **HourIy" Program ) 

Placement Evaluation 

Graduating seniors may ask members of the faculty to provide refer- 
ences. If the faculty member consents., he will receive from the 
student a Confidential Reference Form which should be filled out 
and returned to the Office of Career Counseling and Placement. 

Career Counseling and Placement 

The Career Counseling and Placement Office, located In Elliot Hall, 
Is a multlrfabeted operation offering the following services to under 
graduates, graduates, and alumni: • 

(1) Small group sessions on career exploration and values 
clarification 

(2) Small group sessions on life and career planning 

(3) Career materials and resources library 
(k) Individual Counseling 

(5) SmaJ I group sessions on resume writing and Interview 
^ techniques 

(6) Compilation and 'dl strl butlon of Individual crajW^tlals 

(7) Solicitation, compilation, posting, and dlstrrbution of 
employment opportunities 

(ff) ^ Schedu I Ing of employment Interviews 
(9) Workshops, for faculty on career and employment oppor- 
tunities In the various academic major areas. 
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SUMMER PROGRAM 

« 

This auxiliary program Is Intended primarily to answer the needs of graduate 
students and non-matr Iculated HJndergraduates. Determination of course 
/offerings is the responsibility of the director of the summer session acting 
after con^sultation wl th .departmerft chairmen and the dean of the college. 
Each year the college offers a six-week summer program Intended to serve the . 
needs of matriculated graduate students and undergraduates seeking additional 
credits. Students, however, must be- In good standing at this or another 
collegiate Institution before credits will count. Students matriculated 
at Keene State College must possess a valid cumulative average. Candidates 
who are enrolled for a degree elsewhere must present acceptable, credent lal s; 

Depending upon assessment of the demand for courses and the availability 
of faculty personnel, the director,' In consultation with thq department 
chairmen and the dean of the college, ordinarily makes a selection of courses 
from the catalogue. Faculty members, through their chal rmen, rrtay propose 
special courses for consideration by the C5 1 lege' Senate , but these must be 
approved by March I. • 

Classes meet five days a week, 'a prereglstratlon Is conducted by mall wTth 
resf Istratlon held on opening, day; examinations are given at the final course 
meeting, and grades and course reports are returned to the registrar on forms 
supplied. — ' - * 

The summer program Is sel f-supportlrvg; therefore, teaching faculty are chosen 
on the basis of enrollment demand for particular courses. Efforts are made, 
within these considerations, to distribute" the sections equitably among the 
regular faculty. 

Salary Is based upon a normal load of two courses. The rate Is 15 percent of 
the faculty member/s annu§l salary for the previous academic year. When one 
course Is taught, the rate Is 7i percent of the previous annual salary. . ' 

Teaching by Non-Faculty Members 8.10 



Teaching In* the Summer Session by staff other than faculty members shall be 
governed by the following: 

A. Apfjroval by the director of the summer session and department chairman. 

B. Written permission of the staff member's Immediate superior. ^ 

C. Must be undertaken without detriment to the regular assigned work of the" 
staff member's position. 
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University System Continuing Education CouncH \ 8.20 

The University System Continuing Education Council, comprised of Vhe directors 
of continuing educarlpn programs on each campus of the Uni versi ty \System, the 
Dean of the System School' of ContinuiVig Studies., and representatives of related 
activities (the educational television network and the Cooperat i ve\xtenslon 
Service}, serves as an advisory and coordinating body with responsibility to 
the Administrative Board of the System for: (a) Developing a long-range program 
for meeting the continuing education needs of the state'; (b) periodically reviewing 
existing programs; (c) coordinating the continuing ^ducat ion activities of the 
various campuses; (d) advising and requesting review by the System Academic 
Planning Council of programs to be Initiated; (e) coordinating with the State 
Cooperative Extension Council, and (f) maintaining, on an individual campus 
basis, an advisory board broadly representative of New Hampshire society. 

School of Continuing Studies g 25 

The School of Continuing Studies is responsible for expanding and coordinating 
the off-campus educational programs of the University System of Ne^w Hampshire — 
to serve all areas of the state outside the cities of Manchester, Keene Ply- 
mouth and Durham. The school utflizes faculty from all the institutions of 
h gher education in the state of New Hampshire, but primarily those in the Univer- 
sity System. It provides instruction in credit and non-credit courses, workshops 
Institutes and conferences. A special effort is made tt> offer those courses in the 
community. Courses are directed either toward individual career devefopmeln 
or to satisfy personal and leisure time interests. The school administers a 
Bachelor of General Studies degree, and an Associate in Arts and General Stu- 
dies degree. • • 

Continui ng Education (includes former Evening Division Program) r 9.30 

The college is dpen to part-time students from 8 a.m. to 10 p.m. Any student,- - 
provided he possesses the proper prerequisites, can register for a course 
offered at the college and provided that there Is space available. Matricu- 
lated students receive priority over non-matr Iculated students in cases where 
enrollment must be limited. As determined by the department, it is the faculty 
member s responsibility to teach a course in the evening, on a rotational basis 
so that part-time students can most likely take advantage of the academic- 
offerings of the college. If possible, and if appropriate, courses are to be 
offered on a cycle which will enable all courses in a department to be 
scheduled in the evening. 

Information on opportunities in continuing education may be obtained in the 
assistant dean's office in Hale building. * 
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FINANCING AND BUSINESS 

Because Keene State College operates as part of the state university 
^system, It l-s subject to the fiscal requirements defined by the 
UNH System Board of Trustees. These business practices are mandatory 
and require the cooperation of faculty and administration. 

Budgeting and Procurement 

Keene State College operates on a biennial budget. Therefore, pur- 
chase of equipment and supplies Is related to advance planning. Fac- 
ulty members are expected to Indicate their needs to the department 
chairman, and the departmental recommendations are forwarded for 
review by the dean of the college and the director of administration. 

After approval and funding of the college budget by the legislature, 
all purchases of ^equipment and supplies are under the jurisdiction 
of the business administrator. Purchase orders for more than $300 
are Issued through UNH offices, based upon local processing of 
requisitions. These requisitions are Initiated by the department 
chairman and Implemented by the business office. 

Purchasing Procedures 

When an Item costs less than $300, and/the requisi tloner has suffi- 
cient budget funds to cover the order, he completes a purchase 
order (UNH Form 23-K) Including all needed data: vendor's name and 
address, quantity,, catalog or code number , descr I pt Ion of Item, unit 
price, tota.1 cost, discount, date of order preparation, F.O.B., 
delivery date, account number, object code, department, fund (Keene), 
requlsl tloner's signature and departinent director's signature. v 

Asslsjtance Is available from the business office. 

Approval Is required by the dean of the college, dean of student affairs, 
director of administration or director of physical plant development, 
whlchev^pr I|S appropriate, unless they delegate responsibility In writ- 
ing to a person under their authorFty. 

The orlg^'lnal Is maHed to the vendor by the business office. Copy 
One Is kept by the business office. Copy Two Is retained by the ' 
requlsltloner until the Item fs received satisfactorily and the 
Invoice Is received from the business office. Both arp then for- 
warded to the business office for payment. The business office -must 

. countersign ^nd forward to UNH for payment. Copy ThVce Is retained 

,by the requlsltloner for his r6cords. 

When the requlsltloner wishes the business office tojiake the pur- 
chase, the procedure Is the same, except the buslness^off Ice, In con- 
sultation with the requlsltfoner, will determine the best vendor's 
quotation. 
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Where sufficient budget balance exists td cover orders over $350-: : , 

Requlsl tloner completes UNH'* Form No.; 21 , Including ail necessary d-ata 
as outlined above. A copy shouRl be made ai)4^ retained for the 
department's records. Bothxpples are forwarded tt) the business office 
for processing In accordance with the policies of the University of 
New HampshI re. Copies of all quotations must be attached. 

A purchase order will be receSlved from the University of New . . • ^ ' 
Hampshire and a copy wf II 'b^ sent to t^ie department. 

^Where Insufficient budget b.atance e^sts: 

Budget transfers^ re^ul re prior approval' by appropri ate department ' . 

chairman (dean of student af fal rs / dean of the college, director of 
physical plant, director oif administration), * 

Funds must be* available and transfers approved b'y tbe^ business- of flee 
prior to purchase. Procedure then contlhues as outlined above. ^ 

Inventory and Equipment 9.12 

A record of each Item of equipment with a value of $50 6r more Is kept 

In the business office. All such equi pment* bears a Keene State 

College Identification number^ v , . » 

It Is the respons Ibl 1 1 ty of each department chairman to *keep an up-to- 
date record of al 1 instructional and office equipment assigned to his. 
department. All Items that become obso^lete or are missing should'be 
reported to the business office. 

The business office maintains a small Inventory of ol^flce equipment. 



Ml . . 9.13 

Keys to campus buildings and^to assigned offices, storerooms, 
laboratories, and 'the like, are Issued by the business of flee. This j, 
requires written authorization by the director of adml^nl strati on or 
the business administrator. There Is a refundable deposit of 50c per 
key. . , , 

• ■ i 

Repairs and ATteratlons ' ^ g.lZj 

Requests for repairs or alterations to the facilities - offices, 
classrooms, 'laboratories, and the like - are Initiated by Maintenance 
Request .Orders to the coordinator of ^work schedul Ing In the office of 
physical plant. The necessary work order will be Issued after 
apprroval by the director of administration, upon satisfactory cost 



estimate. 
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Personnel Terminology 

The sf?lf'of the College, for personnel .rnanagement. purposes , 1 s divided 
Into.^the following groups: Executive - the president and the dean' of 
the College; Faculty-Professlonal-Admlrtjstratl ve-Technlcal Staff - the 
academic and cfther salaried administrative employee^ who provide super- 
visory and professional services in direct support of the teaching j> 
staff; Operating Staff - those employees who provide support services 
for the teathlng, administration a'nd research actlv.ities of the College 
and whose working hours and condi t ions of employment are, In general, 
subject to. the Federal Wage and Hour Regulations. 

Employee Groups , 

Thtf Operating. Staff of Keene State College are represented by the State 
Employees ''Association of New Hampshire, inc.. In an initial two-year 
agreement signed on May 26,.. 1972. The contract covers personnel pol I cy , 
practices and procedures and matters affecting other cbnditlons of 
employment and provldas a /neans "for amicable discussion and adjustment 
of matters of mutual Interest at Keene State College," 
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SfYUDENT ACTIV ITIES . ' 

Atnon^ the strong attributes of a smaller college are accessiblUty of 
faculty to students 'and ttTe >enef Ici al relationship that develops ' 
from acquaintance outside the classroom. These informal exchanges 
foster guidance and reinforce more formal instructio>i. 

Student Activities Office • * 

The off ice, of student activities, located In the L.P. Young Student* 
,Union, is the center for campus co-curr icular and extra-curricular 
programs. Thi s ^f f i-ctfii ' • . 

A. Maintains records of student organizations. Campus groups 
file lisMngs of thei r off+cerS, constitution & by-laws,, i 
and financial and activity records. 

B. Administers the activity fee budget.' This is the off Ice of . 
disbursement 'for all student acti^vities funds, within the 
budget seH: -up the the Student Government aad ratified ^y the . 

-president of the college.. Purchase orders and payment orders 
for these funds are obtained he/e and bool<keep i nyg services 
for student organizations are supplied through this office. 

^ Contraction and or expenditure of these funds requires the. 
signatures of the" treasurer of the organization, thfe organiza- 
tions s adviser, and >the director of student activities. 

C. .Ftinctions as a clearinghouse for p^ogramml-rtg information, 

. ' possibilities and advisement for the 'co-curr l-cular and extra- 
currlcular program. The dl rector of student act ivi t ies- also . 
< exercises supervision over contracts Involving student 

organ I'zat ions. 

* ' * ■ 

The semester calendar of activities and events ts published by this 
offl.ce, as Is a weekly. bul letin of coming events. The latter covers 
•a two-week "period beginning with each Wednesday. Copy deadline for 
notices Is p.m. each Mon'day. 

E|ccept for strictly academic scheduling (handled by the. off Ice of 
the registrar): and for scheduling by» of f-campus organizations and 
.individuals (handled by. the. of f I ceAf physical plant development), 
applications for the use of all classrooms, auditoriums, the 
gymnasium, this college camp, and o^her college facllitfes, for what- 
ever purpose, must be cleared through the director of student activiti 
A notice ofw^8 hours Is required. - 



• Studenljj nion ■* 

" — ^ ~ ■ i; - ' 

The Student Union, named lAjionor of Presfden't. Emerl tuS Lloyd P. Young, 
provides a fcwal point for campus co-currlcu/lar and extra-curricular • 
a-ctlvitles. - The building includes the pampus bookstore, the student 
actlvltles/stuX^ent union office, the unipn desl< (sells -newspapers , 
snacks, tobaccQ products, etc.), coffee shop, reifreatlon room S TV 
lounge, KSC pub, conference rooms, and offices of the Student 
Government, the s0cJ.4Iact.lvl ties couacjli and the cafnpus media 
(student newspapisV, ra^To station; and yearbook). The building also 
houses the Mabel R. Brown Room, named for a former administrator; 
the room has facilities for theatre, movies, concerts artd ,l<fectures. 

The Union is under the ;supervl si'on of the di rector 'of the student - 
union, who is advised by the Stitflent Un i on . Advi sbry Board. The 
Union's operation 'is financed by a $30 per-student. per-year fee. 

StuBent Union hours ape: 

Monday - Thursday 7 a.m. to 12 midnight, ' V . 

Friday - 7 a.m. to 1 a.m. * 

, ^ Saturday - 9 a.m. to I a.m. ' 

Sunday - 12 noon to 12'midnfght 

Coffee Shop haurs are: *, " . ' • 

Monday - Friday 7. a.m. to 10 p.m. ,^ 
Saturday S Sunday - ^# p.m. to 10 p.m.^ ' * 



Student Government x. " 

The Student povernment functions along the Jines of a town meeting. All • 
students are voting members at meetings of the student body which afB 
held at least four times annually^. fK\ these meetings, Ttems for 'debate 
and decision are presented on a warrent for each meeting. Between these 
•meetings, the Student Government fs managed by a Board of Selectmen com- 
. posed of. the student body president (ex officio, sjne votem) , the student 
body meeting mbderator (ex officio, sine votem) (except In the case of a 
tie vote) and ten at-large students.' All members of the Board of Selectmen 
are elected i*n general elections and serve for a, term of one year. Meet- 
ings of ;the Board are held on alternate Mondays during the fall and spring 
semesters. Tbe* dean of student affairs, the director of student a'cttvl- 
ties, and one faculty member serve as non-voting advisers. Tlje Student 
Governrnent eprTorms these legislative and representative functions: 
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A» , With rat^f icatjon by the presj^dent of - the college the'S'tudent 

Governrnerit is responsible for the budgeting*of student /act i vi t^ 
^ funds to ttie various co-curri cular and extra-curricular actiyi- 
ties, ^'Requests 9re filed in* .the Spring by Student <organi2irtion§, 
after revfew by their respect iy^advr^ Meetings are held at 

' Which student organizatIx)n officers may 'explain and defend their** 
, / requests and the final budget Is presented at a meeting ofvthfe 
; student >t)dy. After the budgi^t has been fD^assetl: and funded , -j^ 
actual disbursement i s made .through the di rector of student * v > 
.activities. V ' ^ ' ^ ' 

The Student Senate recogn i zes . and directs, the/poUefes of student 
oTganizatipntf by . legjs lat i v^ act ion and "by f i^ca.) cohtroln • v 

•C.-^' The Student Governm^rtt J s the. fbVum for and thk \/oi ce^ of the ' 
studer^t body » i n . all matters concerning thei r welfare.. " .tt rrjalces 
recomiyiendations to the Cc^llege Senate and >he pi^s i dent of the 
college. in behalf of the students.: '{\ ' .. . - 



The student body presidetjtvis. chafded. with the nomi nat ipn^ of sj:u- 
dent representat i ves to serwe^'o'n joTnt /commi tt£es. wl th the f a 



and/or "admi n i s t rat i on , 



Activities AdVisemfent 



Designation Student activities advisors are of two sorts, those Who 
of Advisors: serve by virtue o/ posi t ion and those whc^ serve by ^ 
. - nomination and appoi.ntment . * > » ' 

^ . . ' ^ • • V. . ' . . ■ V 

A, , ?y .[Position: ^ These comprise tj:ibse persons whose advisb^»y dut ies 

^ resul t, frorn admin is^t rati ve posi ti'on or speciaiS^ > \^ ' 
• . campus roifes. Among thehi are coaches and ;^thletic ^ 
r .'directors, campus clergy, and publications and 

- o the^tier advisors. They serve ex <pfficio/ f»^om the> * 
^ ' ..eroplqyment appointtnent. * . 

By' Nomin^^- /These are appointed by the presi.deht of the collie - ^ 

. after aomi nat ion ^by student group, with the. prior 
Ap^oilytment: . permissjon of- the fac\jlty merniie^r^'conc^rrted; They/ 
. ' ^V * ^ ^ .'incrude class advi sors^, * fratern i ty sponsors and, 

» . /the spons^ors of ,mp.^t s^tudent or , 

/V o ^ . - ' term of off ite-1s deffherf by- ^ the - . ' 

' / \ col lege; or the tenuVe' cpVitih^^^^ 

i>\ , as the advlsqr^s resignation ts 'accepted. 

' ' . y ^ /• ' . ' ' '' ' 

Vacancies are fflled in this n^^annerr the s.tudent orgahlz-at ion submi ts ' • 
a list of several nominees to the^presi dent of the college; .the pres>dent- - 
reviews the nominees and evaluates thei r, other comm'i tments , and thfen * 
appoints one or more of the nominees by letter, ' ' ' . 



• ■ '-.v- ■ ' ■ -■ . ■ ^ ' ■ .'• .■• . ■ - ' 

Duties of The advl^oh attends meetings of the student organization, ' 
Advl-so.rs: whose off icers are required to inform him of the time and • ' 
N ' location in advance of the meeting. No student organization 

• can function or be officially recognized without the assign- - 

^ . men t -of an advisor./ The advi sor acquaints himself with 

; th^ purposes. of the organization and cont ri butes. gui dance 
, When necessary.. He must be conversant with college policies, 
especially the scheduling of campus facilitres, chaperonage, 
and stud,ent budget procedures. His signature is required 
y 3''. payment orders drawn upon the activity fee budgets s 

Social Activities Council > . ' ' ' ' . lo.ifO 

T+iis student orsanizatiW bears primary respons i bi M ty for campus" social 
event-s, dandes, entertainfuifents, etc., particularly in the popular enter- 
tainment areas. Memfeersliip is open to all strident s and" the council is 
advisee;! by an admin,istrat<)r. and two faculty members. v 

• .■■ . ■ - ■■ ■■ .■ \- ■ 

Soc U r Reg ula:t ions, ■ . 10 i,, 

• ;. - . ■ ■ • - ■ ■ ■ . - . ; ■. '^ ■ 

The fo I Towing, regulations have been established by the Keene State College 
Senate and will bd enforced:. ^ ' . ' . - - ' 

\.' Intoxicants (Alcohol) • . . . ' ' . 

/•A. All Keene State;Col lege students must comply with state laws 
concerning alcoholic beverages. New Hampshire laws prohibit: 



1. Possession of Alcoholic beverages by nWnors'^ 

2. Sale of alcoholic beverages by minors'*^ 

3. Transportation of alcoholic beverages by minors''^ 



A minor any person so defined by New Hampshire Law. 



I, • . . 

In addition', the fol lowi ng. pol i cies will be enfoVced J>y Keene 
State Cdl lege: ^ . 



1 



Ahy-degree of excessive or ^Irresponsible drinking on or 
« ■ 9ff campus will be-^onsldered a serious i'nfraetion of. 

col lege reguJatioris. .Drunkenness wi 1 1 not be tolerated. 

.^2;; Student^ qf- .l^gaKdrinking age, who comply with col lege * , 
^ : y regulations , ai-e not in jjfeopardy for the consumption of 
^ ' alcoholic beverages.. . ^ " > * 

3. Possession of alcohol ic beverages may be permittejj in faculty 
and married students * housing, residence halls^^ and frater- 
. nitres, fbr residences and their guests who are eighteen ^ 
and 4ver anji who 'comply with state law and col lege pol i cies 
concerning alcoholic beverages. The option of possess ion^ o^f 
aleoholic beverages by students and their guests who ar^ ^ 
eighteen and over.i^n residence halls and fraternities rests 
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■ ' ■ . > ; \ ■ , *^ ■. ■ ' 

vwith- the respective governing CQuncil. . ' . 

k. Drinking of^alcohol ic beverages Is prohibited at: 
a> Athletic-event's ^ 

b. College dances- ♦ 
' t. Fufict ions open to the public 

d. Any other col lege property' except as specified. 

5. . Organized groups are responsf ble for the compliance 

•of their group with state and college regulations 
concerning alcohol. 

■|- . '' 

6. Any' misconduct resulting fr6m*the use of alcoholic 
beverages will result in appropriate discipllnpry 
action. " - 



-1 1 . Drugs and fJarcotics ; - - 

^ 1 ^ : ' ■ "^'^ • 

The I 1 legal use, manufacture; possession, sale, purchase, pre- 
scription,; d I ispens I ng, or compounding of narcotics and so-called 
hallucinogenic, stimulant, and depressant drugs is prohibited 
by both federal and state laws and by college reg^^lat ions , and 
will result }n disci pi iiiary action for any Keene State College 
student involved. A 



Res idence Hal 1 s / > t ' ' TO . 50 



. There are six major residence haHs; Fi^e Hall, Huntress Ha iN , Monad- 
nock Hall, Randall Hall, Carle Hall and the OwTs Nests (a complex of 
sU A6-s,tudent capacity houses). In addition the College maintains 
several mini-houses which accomffiodlat^;J)etween 8-1 8, students each. 

The provision of res i dence 'un f ts", \ed i cated to the ohi losophy of fusing 
the living-learning experience. Is considered to >& a major program of * 
the College. Faculty members, will be called up^p, from time to\t;inie, to 

r xontrjbute to the educational-cultural programming of the various' living 
units. ' ' 



Campus Residence CouncI 1 . * ^ 10.51 

The tampQS Residence Council" is the official governance recommending 
body for all college residence units. The Council is composed of the 
vi^Ce-preslciWit of eaah Res idence Hal 1 CouncI 1 ,^ the vl ce-pres i dent for 
stucfent affairs of the Student Senate as chairman of the Council and the ^ 
director of Housing as advisor to the Council. ' 

' . 85 
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Res i dence Ha 1 1 Counc i 1 ^ * 10.52 

• . ■ ... , ■ ' . ■ 

. In addition to the counci I, each. residence hall has an individual 
council which cooperates with the hall director and the student resl^ 
dent assistant^ In designj^ng. arid tenfoneing the special rules of the 
Individual, res I'dence as we\J I asJ the general regulations appi icable 

./to all residenf'^tudents. The' councM assists in planning and ^ 
Implementing the social, (kiltural , educational and recreational acti- 
vities of the hall and it gives consideration to many problems of* 
residence hall ITvlng, * ^\ 

'.Membership includes elected'' representatives of each distinct geographic 
residence -ha 1 1 section, and the residence hall officers. ^ 

Fraternities ^ ^ 10,53' 

The three fraternities — Alpha P^Tau, Phi Mu Delta, and Tau. Kappa Epsiloh — . 
occupy houses border 1 ng. the c^mpusT Fraternities are expected to comply ^ ^ 
wi'th the non-discrimi nation* and housing policies of the college*"in order ^ 
.to receive college recognition. 



Soror 1 1 ies • \ 

There is one soror^lt^ on campus: — Del ta Zeta — which is a*chapter*of the 
national organization. 

As Is true for the campus *^aternl ties, no sorority may have constitutional 

\or. by-law provisions (el^ther' local or national- In rtiotlve)/ which allow .or 
encourage dl-scrlmi^natlpn, ' ^ - 

-Inter-Greek Council . ' ' ^ 



10.53A 



10,5^ 



The Inter-Greek CounciJ , comprised of the R.resldent and two elected members 
of-^each fratern^Ity and sorority. Is the governing organization that est3b- 
H^hes regulations and procedures- for the functioning of fraternities arid 
sororities In their Indlvl^dual and Joint activities. The codncM works 
with the dean of men ;and fts faculty advlsdrs to arbitrate matters of 
fraternity differences and to promote better fraternity relations with 
the Campus. . ' \ 

University System Cougcfcls " 12 OD 

University system-wide councils were- establ ishjed in 1972 toimprove cornmbni- 
catlons and coordination between the Keene, Plymouth and Durham campuses 
and the- Merrimack Valley Brarich in Manchester. Their membership Is drawn 
from all branches of the UnlversI ty System. * 

^ Through the councils (so-named to distinguish them from trustee and campus 
committees and to emphasize their advl sory functi on) , thei^Admlnlstratl ve 
Board may extend the coordi;hat1on of business oper^t ions , academlc^program- 
mlng, physical plant planning, budgeting,- student affairs, and other functions 

^ on a system-wide basis. r\ - 

- • 86 ' ^ ' • . • V 
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^ V . . * • 

The chairmanship of^abb counci I rotates between each campus and the Chair- 
man Is appointed annually by the Adrriinl strati ve Board or elected, by each 
council. 

Each council evaluates proposed programs^and. policies originating on each 
of the campuses, to encourage and coordinate long-range planning in its 
particular area, serve as an informatiooal link between the campuses and * 
the Administrative Board, and performs speci al functions designated by 
the Board. 

The Councils include: 

The Academic Planning Council oversees long-range academic program planning 
within the System, evaluates programs in the con^text of their relationship to 
goals of the System, develops gjuidetlnes for the' review of new and existing 
programs, and serves* as an Informational and coordinating link between the 
campus academic planning committees. ^ 

The Budget Planning Council oversees development of a long-range financial 
plan consistent with planning In the academic program and physical facilities areas 
develops procedures for maximizing th^effecti veness of the budgeting process, 
advises on the annual and biennial operating budget proposals, and reviews <, - 
all matters pertaining to gene rajl budgetary policies and procedures affecting 
the University System. ~ 

The Facilities Planning CquqcII develops guide! i nes for future expansion of the * 
physical plant facilities In coordination with the long-range academic and 
budget planning, develops a long-range capital budget program, prepares capital 
budget proposals and recomrt^nds mb<t| f I cat ion to existing campus Master Plans. 

^ The Personnel Policies C(4uncils (one with responsibility in the faculty and* *^ 
professlonal-admlni.stratl ve-technical staff area, the othfer with respdnsl- 
blllty In the operating staff area) review and recommencf on all policy matters 
laffect^ng the employment conditions of their respective constituencies. 

The Student Affairs Council revTews programs, proposals or major policy changes 
.related to student life on the campuses conducts on-going evaluations of 
existing programs and activities, and provides regular communications among 
• thfe student afraJrs officers and student leaders on all campuses of the System. 

Tjje Continuing Education Counci I overseas long-range program planning to me^t 
'the continuing education fteeds of the state, reviews existing programs and 
coordinates the continuing education program^ctivi ties of the campuses. 

There are also ad hoc councils which have primarily developmental responsibilities 
and are designed to stimulate and encourage I nter-camplis information e)OCTrange 
and coordinated planning among ptofessional peers. These councils Include the 
Media Servicers fpunci I , the Voluntary Support Counci l and the SpauTdlngrPotter 
Commlinlty Sen>vlces Grant Council : ^ - T " CT" ] 
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. KEENE STATE COLLEGE SE1WCE BY-LAWS " 

Article 1^' The membership of the College Senate shall 90ns ist of the 
f resident of the college, the dean of the^college, the 
' firector of administration, the dean of student affairs 

the president of the Student Senate, fiftfeen students ' 
chosen by the student body, twelve faculty members '• 
elected by the faculty, and one faculty member from each 
department as -defined In Article VI 11. Prior ta the 
fi rst meeting of the Senate," the outgoing Executive 
Committee shall examine the credentials of all Senators. 

Appeals on credentials shall be lodged' with the , " 

Executive Committee at least one week prior to the flrsty- 
Senate meeting. The committee shall report at the-flrst^^ 
J ^Senate meeting; V 

Article 11 Officers - 

T|(e officers of the Keene State College Senate shall be: • 

A £re£ldent_, who shall be" the President of the College.. 

P''*s'dent. chosen by ballot from the Senate member- 
'Shlp. He shall preside In the absence^ of the Senate pr^sldeht, " 
whenever called upon to do so by the parliamentarian, or When ' '■ , 

_ called upon to do so by vote of one-third of the senators . 

present. He shall retain Senate voting rights' except when 
actual ly presiding. , 

3.. A secretary, chosen by ballot from the Senate membership. He " "X ** ' 

shall-maintain an accurate record of all Senate proceeding?, 
prepare correspondence, conduct elections, notify members of ' 
meeting dates and agendas/ preside when neither the president nor . - ' v 

vice president is able to do so, and perform such other duties 
as the Senate may direct. The Col lege" shal 1 supply" him' " ' ' 

stenographic assistance, p-— . / 

^. A parliamentarian, choseri by the Pres'ident with the advice and " ' 

• consent of the Senate Executive Committee and confirmed by the " 
vote of the Senate. He' shall, at the request of the chairman. 
Offer advice upon Senate rules, matters of procedure and points 
of order and privilege. He may, upon request of any member, - 
rule that the gavel pass to the vice president because of the 
A trend of the deb"??K^^^ He shal 1 not be a member of the Senate. 

« Article 111 Meetings ^ • • ' ' ' . . 

* . ' ..• . . ■' " \ • ■ 

The College Senate shall meet at least once a month during the • • • 
^ academic year. Such meetings^shal f be attended by each member of t ' 

the Senate unless excused by the Secretary of the Senate. Special ' ^ 

meetings may be called at any time by the President, or- majority of . . 

the Senate members. Due »\pt Ice shal 1 be given to al K members. 

< " - -/'^QS , ■ . ' 
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Article IV Par I lamentary Rules 

■ \ ■' • 'l" -■• ■ 

Section I - Suppl'ementary Rules . Roberts* Rules of Order shal I 

govern In any case not covered by' the specific Rules of the Keene : 

State College Seniate. 

Section 2^- Methods ^of VotKng .^ Decision of the Senate shall be 
ordinarily by voice vo4:e. In specific Instances, howevier, the 
following s^ystems may b,p used,. Jh ascending .order of precedence, 
a- Division Vote , either by show of hands or standing, may be ^ 
taken at the request of the. presiding of fleer or of any . 
member unsure of the weight of the voice vote. 

b. Rol l-Cal I Vote may be recorded In the rtilnutes as a courtesy, 
If requested by any senator .b^flore a question comes to 
vote. If, however, there be objection, a seconded motion 
must obtain a two-thirds majority of- members present 
before the secret9ry shal I record the 'Veas'* and "nays." 
In such case, discussion fs In-order. ^ 

c. Bal lot Vote ^ 
• I. Ballot voting 'shal I pertain in all elecflons and In all 

cases Involving the reputation of- Individuals. 
2. Ballot voting may be extended. as a courtesy to any senator 
when requested. Jf, however, there be 6bjectlon, a^ 
motion for ballot shall require the seconds of five 
senators before It s+iall be entertained by the chair. Dis- 
cission Is th'fen In oVder, but *an aff I rmatlve vpte of one- ^ 
third of the senators present and voting shall be. 
^ sufficient for adoption, of the. bal lot method. - ^ 

Section 3 " Votfng Posljiions . There are three possible positions^ 
affirmative, negative, and Abstention, expressed In the recorded 
tall/ as "yea," "nay,^* and "present.". Abstentions shall be 
^counted In the total vote In cases where specific majorities of 
those voting are required. Absences shall be considered 
abstentions only In cases where the total vote of the Senate Is 
^Involved. / * 

'■ f . ■ 

o ■ . • 

lection k - Presentation of Motions . Substantive motions should 
normally be presented In form and typewritten. Supportive reasons 
should^ accompany each, for the cgnveni ence of vsenators. The-slgna- 
ture of the sponsor and, ordinarily, of the s^econd' should be 
appended. , ' * . * / \' 

Section 5 - Assignment of Motions . Each motion will normally be 
asslghed by the chair to the proper standing, or ad hoc , committee. 
The Executive Comml ttee sKal 1 receive motions not cledrly^wlthln 
the jurisdiction of another committee, or where concerns overlap. 

Sec^fl^ 6 -' Scheduling of MotlQhs , No proposal which would 
yhormaiy^y require action by the standing or . ad hoc comml ttees may 
,'4)e submlttjed later than the February meeting oT each academic 
year. Moreover, no action by the Senate may'^be. taken on any^ 
committee report submlttec^ later than the first Senate meeting In 
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Section 7 - Effecti ve Date >, OrdiparJIy, no proposals far changes I-n 
curriculum, college regulations, administrative procedures* or / 
orgaolzatlonal strjjcture voted by the^ Senate |hall take effect 
sooner than the beginning of the academic year subsequent to passage. 
Emergency exceptions shall require a separate Vote to- Implement , 
passed by a two-thlrcfs majority of 'those present and voting at the 
next Senate meeting following the one In which the original motion * 
passes. These provisions, however^ shall not apply toi ameritlments of 
the Senate By-Laws under the provisions of Article X. ^ 

Section 8 - Reports of Motions . * 

a. Immediacy . . Committees to which motions have been ass Igned* wl 1 1 

report on each such motion at the next regular meeting of the 

Senate. . . - 

^' ' tntarim Report . ' Matters requi'rlng long s^tudy may' be handled 

by Interim report of subject and status at ea<i'h regular - 

meeting until a final report Is submitted. 

c. Refusal . A comml ttee 'may refuse to consider a motion sub-' 
mitted to It; but such refusal and Its reas9ns must be 
reported at the next regular meeting. A majority vote of* 
the Senate, upon motion of any member, will rettjrn it to the 
committee for mandatory cons fdef'St ion and report. The Seiiate 
may call back for consideration any motion from any committee, 
by imajorlty vote. 

d. Final Report . Final reports shall ordinarily Include a motion, 
the committee's recommendations and arguments, and the- tally of 
the committee vote. These shall be reproduced and In the sena- 
tors' mailboxes at Jeast ' ^§ hours before the meeting scheduled 
to consider tKi^mX - ' 

Minority Repon.t . A minority report should present an 
alternative mot ion and the -arguments for 1 1; In the same 
manner and on the same scheme as final reports. 

Section^ - Emergency or Exceptional Action . . Any substantial 
motion, except a change \x\ the Senate 'By-Laws , ^may be considered 
at the- meet Ing in which It Is Introduced, provfded: ' 

a. That the motion and 'Its rat ionaje are -reproduced and In the 
hands of each senator bep)re the. meet Ing U called to order,, and 

b. That a tworth Irds bal lot vote of all senators present and 
-voting supports Ihnmedlate consideration. 

Section 10 - Floor Prbcedure > - ' ^ 

3- Order of Debate . AIJ disousslon and debate'shall take pl^ace 
through the chair, aft6r proper recognition by the presiding- 
officer. No direct •exchanges betweeh' Individual members will 
be 'Considered In order. For convenience., the presiding 
^ officer may relinquish the gayel temporarily to the chairman 
of a comrtilttee, or a-speclal speaker, but may resume It at 
any time In tfje Interest of drd^er. . ^ 

b. Floor Courtesy.. Senators should adopt the courtesy standards 
common to other legislative bodies, when referring .to each other 
and' to members >of the college community. , # 
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c- Time and Sequence . Senators should ordlnarl ly contoress' thei r 
comments Into a two-minute speaking time^^ Those who have not ' 
yet spoken tCK the. subject will usually be given precedence 
. by tht chair. 

Limitation of Debate . At the end. of 15 minutes, the ctiair. 
will conduct a vote on whe^ther to>efelr .ttt' commi ttee. A 
\ , negative result will continue discussion. No- cloture wi 1 1 be 
entertained during the first IS-mJnute period, although the 
chair may put the question after determining that there. are 
further speakers to be heard. 

®* Vacating the Chai r . On request of any member the parliamentarian/ 
t?iay rul6 that the gavel must pass on to the vj ce-pnes i dent , 
because of the trend of the debate. On any topic, or during 
any debate, the Senate may have the chair vacated, on f^otior^ 
seconded and non-*debatable, ' requiring a vote of one-third of 
those present, ^nd voting. The vice president will theh assume 
the chair. In- the event the vice president is not available, 
the secretary shall preside. 
* ' "* 

Section, II - Courtesy Period . Each mfee'^ing shal 1 conclude w\th a period ' ' 
6f not' more than 15 minutes dur^tfon, in which any senator may speak for 
one minute on any subject affecting the college community,- excepting mat- 
ters on the agenda of thSt particular meeting, ^ny mot J on 'offered must , 
, • be in the usual form, -including signature| and rationale, and be as^ned 
to the committee. A,t the outset of eaeh meeting, after the roll caVn the 
presiding of f icer^shal I Inquire which senators have matters for the courtesv. 
period. He will then announce at the opening of tKat period the requisite 
number of njinutes before adjournment. At that time deb'ate shall cease and 
these members t>e recognized. '/ ■ ■ 

Section 12 - A^JJeurnment . All meeting of the^[ Senate shall adjpurn by 15 • 
minutes before the closing of the dJning commons. Any vote to keep th^ 
Senate ia session past t.hls time muSt be by ballot, requiring a three- ' 
.fourths majority of .senators' voting. - , 

Article V ^ Standing Committers 

The Stahding Committees of the College Senate shall be: 

1. The Executive Committee - . >♦ > ■ 

2. Admissions and Standards 

3. Curricula ^Graduate and Undergraduate) , • » ' 
College-Welfare \ - - ' ' 

5. ^Student Affairs and Organizations ' - 

The Executive Committee shall consist of the president of the c6llege, 
who shall preside;' four other members to bfe elected by the Senate; and 
the Senate vice president and secretary; as non-voting observers." All 
other standing and ad hoc- comml ttees of the Senate shal I. be appointed by 
the president of the coTTe§e with the advlce.and consent' of the executive" 
committee. 

, .Arafclcle VI Special Committees " 

The College Senate may" establ Ish other committees as needed. Such com- 
mittees shall be directly re_spon5lble to the Senate ^ '> . 
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Article VII Function 6f the College Senate 

The Keene State Qol le^e Senate shall be the 1 egi s 1 at I ve body bf 
Keene State College, *under the leadership of the. pres I den t of the 
College. It shall have legislative jurisdiction, subject to the 
approval of , the Bpai\d of Trustees, in alj matters of educational 
policy and program, ^^d student activities* ^ 

Article Vn I Faculty andStudent Representation on the College Senate 

Twelve representatives to the Keene State College Senate shall 
be elected at large by the entire departmental faculties from 
those holding the academic rank of instructor ar abnvp. Each 
department shall elect one r^epresentat i ve to -the Senate from 
the tot&l membership of the department. Including all those 
.teaching half-time or more, regardless of rgnk. 
' The departments, for purpose of faculty representation on t^he 
College Senate only, shall be defined as follows: 
1 . Art ' . ; \ ' 

2. Education ttj^ ■ 

3. , Engl ish ^ 

k. Foreign Languages ' * 

.5. History « 

6. Home Economics 

7. Industrial Education . * . , 

8. Library - ' ^ 

9. Mathemafics / ' 

10. Music ' 

1-1. Physical Education . • . 

12- Science * V 

'IB- Social Sciences ^ 
1^. Wheelock School , 
15. Professional Services . ^ ^ 

. Fifteen students shall be elected to the College Senate, four each 
elected at large to represent the Senior, Junior, and Sophomore 
classes, and three to represent the Freshman class. 
The method of nominating and electing student representatives shall 
be at the discretion of, aipr carried out by, the Student Senate. 
In addition, the President of the Student Body Shall be a member, 
£)< officio . 

Faculty departmental representatives and studeat representatives 
shall serve for a term of on^'year. Facul ty at-1 arg'e members 
shall sei*ve for a term of three years. Annual elections shall ;be 
: conducteJ each May, by checklist and secret ballot, including the 
' names' of all persons eligible, to choose one-third of the at-large 
members. Each department shall elect its own mpmbe-r each May after 
the election of the aflafge members. ' - 

Vacancies shall be filled by special election as they occur. Any 
seat' held by a memb.er on official leave, with or without, pay, shall 
be regarded as vacant and shall be'fllled for the term of the 
absence by a special election held for the voters of the appropriate 
constituency. 

■ % 

Article IX Funding . ' ' 

» * 

Funds shall be provided by the CoMege to implement the work of 
this Senate and I ts comml t tees . , 97 
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Article X ^ Amendmeh.t of By-Laws 

These By-Laws may be amended by ahy fegul ar meeting gf the College 
Senate by unanimous consent- of the members present. They may also 
be amended at any meeting by a three-quarters vote of all members 
present, provided such amendnient was presented |n writing at a pre- 
vious meet Ing . . 

Article Xl . Faculty Appeals Committee / ^ . 



Sectiorj^l. A Facm ty Appeals Committee shall i>e established as a 
permar^ent standing committee of the College. 

( ■ 

Secflon 2. It s'hal 1 function as a medl at I ve and adjudicative 

body todeal with the personal professional problems of members 

of the faculty which cannot be resolved through ordinary ad/lil n i s t ra- / 

tive and departmental procedures. 

Section 3. Any member of the faculty shall have the right to have ^ - 
his case considered by the faculty Appeals Commiftee.^ 

Section k. The Facylty Appeals Committee '(FAC) elected in the 
Spring shall be composed of five tenured members "of the faculty. ' 
Those facul ty "members currently servirig^on the Facul ty, Eval uat ion 
Advisory Committee (FEAC) at the time of the (FAC) election, In- 
cluding alternates, shall >iot be ellgjble fop election to (FAC) 
at that election; rror shall the newly' elected members of (FAC) be 
eligible for election to FEAC in the succeeding Tall. 
All members of the Faculty Appeals Corfimittee shall have equal status 
and fights* thereon , saving such additional procedural powers as may/ 
be conferred on the Chairman by virtue of hi^s office under the rules 
of the Committee pursuant to Section 6 of this Article. , 

Section 5. Vhe members of , the Facul t.y Appeal s Committee shall be 
elected by the entire departmental^ faculties eft each regular 
election. 

The persons receiyTng the sixth and seventh highest number of 
Vot^s shall. be designated the alternates and shall $erve on the 
committee in any case in which a member of the committee shall be 
InvoWed In a conflict of Interest. v 

Section ^6. The members Tof the Faculty Appeals Committee shall draw 
up and submit to the faculty for ap))roval a set of procedures for 
conducting the bus I ness of the Committee.^ Each member of the 
faculty shall receive a copy of the set of procedures *as approved 
by the facul ty . 

J ' ' - . . . • ^ 

Section 7. The Facul ty. Appeal s Committee shall elect a chal rman-' f rom 
among its membership. 

Section 8. In the event that a member or members of the Faculty 
Appeals Comml ttee shal 1 himself be Involved In a conflict of 
Interest In a given case under consideration by the* Comml ttee , such 
member or members shall temporarily retire from participation In Its 
proceedings/ . ^ 98 " 
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Article Xl ! CurrHcular Function of the Graduate Council*. 

— ^ _ ^ ^ 

It shall be the duty of the Graduate Council to pre.sent, for. 
College Senate approval, .all courses numbered 500 and above, 
without their having been routed through and processed by • < 

the Col 1 ege Senato Curricul urn Comni ttee 

Article XIII Procedure for "^ubyniss ion o'r Revision or Additions 
to. the Curriculum Committee of the College Senate 

All proposals not requirinq an addi t ionar monetary ^ommi trtient 
on the part of the Cbllege, shall' be submitted simultaneously 
to the dean of, the college and the members of ^the curri cul um 
committee. In the event of an addl^ iona 1 Monetary Commitment' 
the proposal shall be sent d i rect 1 y to the dean of. the cpllege, 
- who shall dissemfnate the information to the Curriculum Com- 
mittee a t an appropriate time.^ ^ 

All. proposals^ shal 1 be sent to the members of the Curriculum 
^'.Commi t ^ee . no later than the end of Febhruary, if they are to 
be considered for subntisslon to the College Senate for legis- 
lative action. , 

Upon notification by the chairman of the Senate College 
Curriculum Committee, 1:he individual, group and/or department^ 
shall have a representative attend the meeting at which the 
proposal is to" be discussed*. • 

Article XI V Proc'ed u res ' for Regular Senate Elections 

Section I- Vot i-ng El igibi 1 i ty . Those who hold the academic 
rank of Instructor, Assisfant Professor, As soe i a te . Rjx) f essor 
off Professor; and who are employed at least h^lf-time areg 
eligible to vote Jn FEAC,vFAC, and At/lfhr^e .e lect ions . 

J ^ - " ■ 

. 'Section 2^ y Not i ce . Date of elect ion^should be set at the 
^ first meet't-ing- of Executive Committee, announced by memo to all 
. eligible Voters and not^d verbal ly at the September meeting. 
Subsequent pub 1 i cation of this^verbal rrotice will appear in the/ 
synopsis, sin the caseo of Personnel Welfare Committee, ^"^ate 
notification at the meeting immediately prior to the election 
date will give Senators an aUditiopal reminder which they should 
transmit to'their constituents. Prior to both elections, notice 
of (fate, plaice, and time*^ eleetior^ .should appear in the "Calen- 
^ car of- Weekly Events" pub 1 i shed b/ the Student Union Staff. *^ 

Section 3 " Bal lots . Not later than two weeks pri.or ta either 
election date, a samp 1 , ba 1 1 ot and voting list should be sent 
to all eligible voters along with instructions to conta,ct. the 
Senate Office to report errors, witlidrawal of names ( i n ^^ri t'i ng) 
and additions to the Ijst of candidates. These emendations . , 

^ should be iri'the hdnds of the Secretary not later; than one 
week be fo re the e 1 ect i on da.te . 

99 



Verification of the Final ballot should be made by the Executive 
Committee. Not less than ^8 hours before'the e 1 ec t i on , ^the- 
final, bal l^t and voting list should be available for 1 nspect ion 
in each DepaYtment end in the Senate office. ^ 

\ . ' ■ V 

Section ^ - Appea 1 s . All appeals regarding election procedures- 
shall be, directed tc the Ejection Appeals Committee. 

• Section 5 * Va r'i at i ()ns . Jf any of the above procedures i s ^ 
deemed inappropriate in a given election, a variance must be 
approved by a 2/3 vote of the Senate. . ' . 

Article XV El^ctioj) Appeals Committee ■ 

Sect Ion 1 . The Electidn Ap-^eaJ^ Comm i t tee stia 1 1 be a special 
cofnmittee of the College Senate^ons i s t i ng of the eigh-t sehipr 
Senators-at- 1 arge . .Five shall be drawn by lat to.serve as 
regu 1 ar comm i t tee nemb^e rs ; the other three shall serve'as alter- 
nates. 

Section 2 . The Election Appeals Committee shall elect a chairman 
Nfrom among its own nemb'ership. , ^ 

• Sect ion 3 - The duties of the Election Appeals Committee shall 

a. To serve a'* an appeals board to investigate any 

changes or di screpan-cies in the conduct of elections 
unde r the r^anagemen t of the C6 M ege Senate . The com-* 
mittee shall thereupon report to the Senate at the, 
next regularly scheduled Senate meeting. Any action 
. . to bef taken by the Senate in response to the Committee's 
report, arTci which in any' way alters or negates the said 
election rust pass by ^ majority of the- ^ena^tors pre- ^ 
sen t . - . . 

* 

Section Any complaint or appeal in respect t-o^an election musi 
be presented in writing to t^je Committee wi.th iji 'three days follow- 
J i'ng'the election. 

. -i " - ' 

Sect i on *5 • In the event of a' conflict of interest for a member or 
members of th^ committee in any givfen case, such member or (fiembers 
shall temporarily retire from participation and be replaced by an 
alternate or alTiernPtes. ' .' 
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KEENE STATE COLLEGE 
PARKING REGULAT-IONS 



PARKING LOTS AND HOURS: 

AM iDts are public from 5:00 p.m. to 11:00 p.m., Monday -"Friday, 7:30 a.m. 
to 11:00 p.m. Saturday and Sunday. / y. / j 



The following lots are rg^Jiric'ted from 7:3Q a.m. to 5:00 p 



m, 



ZONE A 
Z0NE B 
ZONE C 
ZONE D 
ZONE E 
•ZONE F 

ZONE G; 

ZONE H: 



, Hale Bui Idlnq for Adm'lnistrators only. 

Elliot (F rortt of Building and first row In b^ck) - fpr Staff only, 

Alumni Hduse (Back of Carroll House) -. for Faculty 6 Staff only." 

Student Union - for full-time* Employees of the Student Uniffn. 

Library, Hillsborough House ar^d FIske' - for Faculty S Staff. 

Bushnell £ TIsdale Married Students Apartments - Residents of 
Bu^hnel 1 fi TIsdaTe Apartments only. »^ 



irtmenl 



. ZONE I 
ZONE J 
ZONE 



Elliot & East Bays of CentTal Lot (South of Commons) - for Com- 
muter Students except for those reserved for Commons Employees., 

Central Lot .except East Bays 1 ^Jl ^(South of Gymnas(um) and 
Owls Nest 3 £ ^ - for Resident Students. 

>^ours: 2^ hours, Monday - Sunday, Reslden-t Students 

5:00 p.m. - 11:00 p^. , Monday - Friday , >ubl Ic 
7:30 a.m. - 11:00 p.m., Saturday t Sunday, Publ Tc 

Recreation Area (Lot Nolrthwest of Gym) - Parking to be restrfcted 
as area will be used by students for recreation In fall and 
spring and as. a parking lot at other times for "Resld^t Students. 
Hours to bd assigned. - . > ' - 

Whitcomb Biflldlnq I NQrth Bay ElUot - Maintenance Employees. 
East Bay of Central Lot - Dining Commons Emp'loyees. 
Morrison 5 Carle Hal 1 - Racks for Motor Bikes only. 



VISITOR >PARKING: (TWO HOUR LIMIT ).' 

AppLan Way (Between Morrison & Huntress) 

Hours: 7:30 a.tn'. - 5:00 p .ly^^Tfef^day - Friday, Visitors only 
5:00 p.m. - ll:00.pOn., Monday - Friday, Public 
7:30 a.fn., ^ |l:00 p.m., Saturday 6 Sunday, Public 
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> VISITORS>PArKING: (OVER THE'TWO HOUR LIMIT) 



Visitors .to the campus whp are to be longer than two hours may apply 
.for. a Vistdrs Permit at the ftus I ness' Of f ixe (Elliot).' They may be assigned 
a parking lot other than.,Appian Way. The special permit can be good for a 
full work day^ and Is. to be displayed in the Front window of the. car. 

STUDENT TEACHERS & VISITORS WHO ARE ATTENQING SEM-INARS OR MEETINGS ON CAMPUS : 

. \ '. * 

Those attending seminar, or meetings on'campus and arriving In unregistered 
vehicles should receive a Visitors Permit by mall prior to the seminar or 
meeting along with Instructions as to where to park. The permit should be dU 
played In the Front window 61 the car the day of the seminar or meeting. Jhese 
Visitors Permits can be obtafnedlat thb^ Bus I nS^s Of f Ice (Elliot). 



OVERNIGHT PARKING: 



Al lowed for. 
(Zo.ne H) . - 



reg 1 s tered veh 1 c 1 cs 



with Park-Ing Decals only in Central Lot 



SNOW PERIOD: 



Novembe^ 



15 - ^-pr I 1 1 



It Is apparent that there Is no parking In any of 
those designated for Resident ^^tudents aft^r 11:00 p.m. 
This enables us to have these lots snow-plowed free of 



the lot^ other than 
or Before 7:30 a.m. 
vehl cles . 



REgT%?TRATION S FEES " 

♦ * <» 

^rk\ ng Deca 1 : 

%^A11 students, faculty 5 Staff must register their 
Hng**Motor •Bl kes) regularly brought to the campus, 
the requisite fee a Parking Decal will be issued. 



vehl cles •( 1 nc 1 ud- 
By payment of 



7 
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The-'^^e^t* for Student or Staff Is the "pr?nclple purpose** for which 



the person 
Col lege I s 
registrant Is 
to attend school 



is at the Cojlege. • If the principle purpose for being at the 

to get a degree or attend school and secondly to v/ork, the 

a student. r»f the principle purpose Is to work but secondly 
the- r^g I St rant is star? 



for parking pt/rposes. 



Parking decals are av-illable at the Business Office (Elliot). They 
are also available at Reg I s t r.3 1 1 on for students.. The car registration 
should be presented when obtaining a decal. The parking decal shall be 
displayed on the back of the rear vl ew mi rror. For those vehl c Ids wl thout 
back vi ew ml r rors , s I de v i ew mi rrors will be used . For motor b i koe the 
parking decal -shall be displayed on the rear fender! 



Fees : 



(Subject to change pending University System before the Board of 
Trj^stees) . ' * * 



Day School Students 
Summer School 
E)Ltens I on 

Admi nl strati on £ f^ icu 1 ty 
Non- Exempt Emp 1 oyens 
Motor Bikes 
Additional decal 



$5.00 per academic 
$3.00 per sesslorl 
$2.00 per academic 
$5.00 per calendar 



semes toj" 

semester 
year 
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No charge 

$2.00 per academj c "semester 
$1,00 per academic se^pester for 

s tudentS|, per ca lendar year 
for faculty and admi ntst rat Ion 
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Any one of the above who brihqs an unregPitered veh i c 1 e on 'the campus 
for more than a day or ov/ernlght must obtain a da ted , Tempora ry Permit 
at $1.00- which is good for a maximum, of one week. A maximejm of FI ve ' 
Tempo r^ary Perm^ts will be i:s.sued. after which a regular deca Twi iTTe" issued 
without further charge. Vehicles without permits or'decals are charged 
$5.00 per day parking and storage, fee. ' * \ 

■?/ 

Students enrolled in evening courses who Vant to use the campus during 
the day and students who carry'only one course during the day..* 



For second car not^ on camp(Js at the same time as first deca'l . A 
remfnder: If both cars are on campus ^at the same time, a regular 
$5.00 fee Is required foV both. 



VIOLATI-QNS AND FINES; 



2. 



Each vehicle on campus must bear the proper decal . Every vehicle 
not le^ft in'the appropriate designated lot is illegally parked 
and may*be ticketed or towed away. ' ^ 

Violators may be ticketed at ^ frequency of no less than every " 
two hours on a qiven day. ^ 

Each ticket ntust be bicouqht to tjie Bursar's Office (Elliot) where 
the deslqnated fine must be paid within 7 days. Fines received 
.ore deposited with the Keene Endowjnent Association and will be 
used, forr s tudent f i nanc I a 1 . a I d purposes. 



Vlsi-tors are asked to present their tickets to the, 
(Elliot). Questions concerninq parkinq violations 
to the Business Manager. 



Bus I 
are 



ness Off i 
referred 



ce 



5. The Parking Adjustment Office will maintain a file of violations 
reported by the Security Officers and a file pf paid fines. The 
owner of unpaid tickets or an unregistered vehicle will be Identi- 
fied and referred to the Parkinq Court whlqh may levy additional 
fines or tal<e any reasonab 1 y necessa ry steps to enforce parking 
r^^i^^latlons . ,^ 

6. The Parkinq Adjustment Office will notify chroni c viol ators and 
personswwith unpaid tickets of the time, date and location of 
sessions of the Parkinq Court. *^ 

7. Unless all f I ne,s. 1 ev I by fhe Parking Court are paid at the Bur- 
sar's Office within thA stated period: 



a. The rlqht to re-re^lster at the College In subsequent sem- 
esters wIM be r^ok'ed. I 

b. No t ranscr I ptsXfor sa I d. v I ol a tor s\ wl 1 1 be Issued by .the 

s Reg I strar . ^ ' I > 

■ c. All rights to park iq^any campus Jot will be revoked. 

. / ; . * 

• BURSAR'S OFFICE: Ell lot. Hal 1* ^ 
r^J^r- Monday - Friday 9:00 a.m. - 3:30 p.m. 
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FINES: 



1. Failure to properly register a vehicle 

2. Failure to properly d i sp 1 ay deca 1 

3. Parking violation - first offense • 
^. Park-Ing violation - second offense . 

5. Parking violation - third offense 

6. All subsequent violations of regulations 

7. All violations shall be cumulative during 
the academic *year . 

PROCEDURES FOR VEHICLES BEIFEVED TO BE ABANDONED : 

CARS WITH A KSC DEOAL: . > ' ^ 



'A 



$2,50 ^ 
2.50 
1 .00 

3.O0 ^ 
5.00 and referral to 

Parking Court 
5.00 and referral to 

Parking Court 



2. 



They may remain in designated areas as' long as decals are valid. 
When decal terminates: . 



a. 



b. 



c. 



A notice will be placed on the windshield of the vehicle; 
this ncrtlce will direct tKe owner to contact the Securl ty 
Office and to make appropriate arrangements for his car. - 

If, after 30 days, no arrangements have been made^ the 
vehicle will be declared abandoned and removed by the City 
of Keene . v. 

/ 

vlf subsequently claimed the owner Is subject to all fees, 
fines and charges outstanding against the vehicle. 



CARS WITHOUT A KSC DECAL : 

1. A notice will bq placed on Jthe ''wi ndsh I e 1 d of the vehicle; the notice 
yi\]] direct the owner to contact the Business Office and to obtain 

a decal . " . , . ' 

2. If there I s no decal on the vehicle after 30 days^the car wIM be 
declared abandoned and .removed ' by' the City of KeelW. 

\ 

3. If subsequently claimed the owner Is subject to all fees, fines and 
. • chcjrges outstanding against the vehicle. - ' 




PARKING COURT: 

MEMBERSHIP; 



. ^ The Court sha lld^J:^rnrTne^ schedule and the rules ^ 

governing I tsoparatTon ,^ »^The Court shall be composed of the following 
members^^appcTrited by the- Presj^ent^of the College, 

Three students recommended by the , Student Senate President. 
One faculty member reccJmmended by the President of the-Facfulty 
Association.^ One person recommended by the local President of 
, SEA Chapter. ^One person appointed by the President of the Col lege. 
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THE PARKING COURT SHALL HAVE THE AUTHORITY TO: 



1 



I 



f 



1. Levy fines above and, beyond those listed I n* the Schedule of 
Parking Fines: 

2. Withdi;aw^parklng p.rlyl leges on camp-us. 



Refer any case to the Student Personnel Deans or proper ailmlnl stra- 
tlve offices -for action. 



Assess penalties for • fa-I 1 ure to appear on dge notification, without 
official excuse for valid reasons. 

The judgments of the Court shall be final. The-Parklng Court may 
recommend matters relative to parking to the College Parkkng Policy 
Comml tte«. " . ' 



Comml ttee 
ENFORCEMENT: 



The parking regulations will be strictly enforced. Necessary* towing 
shall be at the discretion of the campus Secur i ty Of f I cers or. theU 
superiors, and any costs of towing shall be paid b-V the vehi c 1 e, owner . 
AM_vIolat^ns shalf be impartially ticketed by the Security Officers. 



4 f^.. 



! 




' ApjJ^ndlic 
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